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ROCIS HOW TO Guide for Agency Users of ICR Module
1. HOW TO Log Into ROCIS

If you are logging onto the system, please poiniryayowser tovww.rocis.gov to enter
real data or to the Practice Sitdraining.rocis.gov .

Read and select the Accept Terms on the Warninge8cr

Enter your User ID (normally, your first initial driiast name) and Password (initially
rocis123 until you change it to your personal passivas directed by the system). Select
the Done button on the ROCIS Broadcast Messagerscre

You may land directly into your ICR Module inbox @ira screen requesting you to
choose the Agenda/Reg module or the PRA moduleasklselect PRA to conduct
business in the ICR Module or Agenda/Reg to chaqagswords or to review and modify
your user information.
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2. HOW TO Change Your Password

Whenever your password is set to rocis123 or yagsword has expired, the system will
force you to change your password when you logdn.this ‘Change Password’ screen,
you will need to enter your new password twice. sBee that your new password
conforms to all of the rules given for passwordvation Click the change password

button. You will receive a confirmation messagerthe system indicating that your
password has been changed.

2} ROCIS - Login Change Password - Microsoft Internet Explorer provided by General Setvices Administration =18 =i
Fle Edit View Favorites Todls Help ‘ i’,’

@Back > .ﬂ E] 7;‘| | /.-" Search :1: Favorites {f| - ,"_,; = a3

Address 2] hitp:/f192.136.12. 204/rocisfdoflogin T B |uks

Change Password

New Passwordl
Confirm New Passwordl

Change Password m

"Passward length should be between 8 and 14, Password must contain at least
one alphabetic, one numetric and one special character.

|

|:&] pore | || 4 Intemet

|
Bistart| | [ B O 8 B & v (=] 2] 2] [B] ] | @ New Mermo- Lotus ... |@ ROCIS - Login Cha... ¥ ROCIS_HOW_TO_G... | 4 ROCIS - Login Chan... | ,«7@7557

Figure 2.1: Change Password Screen for New Acaau
Your ROCIS password is good for 90 days; then|litveed to be reset. About two
weeks before the password expires, ROCIS will gime a warning whenever you log in
that your password is expiring in XX days.

To change your password, choose Change PasswandlisoAdmin drop down.
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; ROCIS - Created Request List - Microsoft Internet Explorer provided by General Services Administration

=10l x|
Jngdress Iahttps:p’p’www.roc\s.govfrocls,idop’Red\rector j Gﬂ ‘ :,' ‘

AgendaRegs PRA

»
T B

J Fle Edit Vew Favarites Tools Help “ 0 & - d i] ;‘_ | ,':‘ e 8 ‘

ROCIS PRA

Logout

Inbox Request ICR Package History Search Report

Admin
Created Request List
Eilter List  “iew All

Agencies
NEXT P LASTRY

Criteria; Status=(Craatad);

Auency ICR| Current ) - ’
OMB ICR Ref.No Created By Created | cwsub | Tracking Title Expiration | LeStBEviewed 1o, oot Typal, StA
Control No Date By Methods|
! [ Number ! | Dae . [ [ |
Low-FPower
Television and
200903-0660-001 | Cooperman, William |03/05/2008 | DOCMNTIA Translatar ICRMew | Mo | No
Upgrade
Prograrm
0651-0041 | 200902-0651-001 |Flax, Robert 0272772009 | DOGFTO ;:E'Q'?HLSSE"D DGI30/2009 ICRRev | Mo | Mo
Mational Minority
Enterprise El
|@ hkkps: ) fvaa racis, govirocisido/Redireckor # ’_ ’_ ,_ ,_ E ,WA

Figure 2.2: Created Request List with Admin TakDrop Down Screen

You will need to enter your old password, your megsword (must be at least 8
characters, must have one number and one speaiaater—like oira@1234) in both
boxes as indicated. Click ‘Change Password’ butdhen you get the Confirmation

screen, click ok. Please do not share your passwibh any other authorized or
unauthorized user.

fﬂ_ ROCIS - C',‘r;an_g_a Password! - Microsoft Internet E,:__p_‘i‘uraf‘ ,_j,_yj@'l
File Edit View Favorites Tools Help ar

QsBack - © - [ B & - search <7 Favorites €2

Address €] http://192.136.12.204/rocis/do/ChangePassword B Bco Links ™
ROCIS Agenda/Regs

I - I

Change Password
Old Password

New Password

Confirm New Password

| Cranoe Password [ Cancel |

*Password length should be between 8 and 14. Password must contain at least one alphabetic, one
numeric and one special character.

=
| "2'start | TG e 8 2= el o] 7| Minstructions F... | [SInbox - Micre... |  instruction sh...

® Internet

4l Do e’ 5:16PM

Figure 2.3: Change Password Screen for Expiringassword

6 March 19, 2012



ROCIS HOW TO Guide for Agency Users of the (ICR)dvte
Regulatory Information Service Center (RISC)

3. HOW TO Review and Change Your User Profile

Upon successful login, you should arrive at youmoba If you are an Agency user, you
will arrive in your Created Request List. Takmament to look at your tabs and sub
tabs at the top of the screen. Select User Briwbim the Admin drop down on the top
line. The User Profile tab provides you a placeieav and update your user information.

] ROCIS - Created Request List - Microsoft Internet Explorer provided by General Services Administration =10l =]
J File Edit View Favorites Tools Help H Q > d lg'] . | p T £ ‘ g ”Hngdress I@https:waw.rocws.govIrDcisido)’Red\rector j GU ‘ !'r' ‘

ROCIS PRA D

Inbox Request ICR Package History Search

Logout

Created Request List :
Employee Admin
Filter List  “iew All Agencies

NEXT P LASTMY

Critetia: Status=(Created);

Agency ICR Current N
OME ICRRef.No Created By Created | o onewSub | Tracking Title Expiration | L2StREVIEWed 1p, ) oot Type | StAL
Control No Date Tirin e By Methods|

Lovw-Power

Television and
200903-0660-001 | Cooperman, William |03/05/2008 |DOCINTIA Translator ICR Mew Mo Mo
Upgrade
Prograrm

0B51-0041 | 200807-0651-001 |Flax, Robert 0272008 | DOGIFTO ;:zgfngseno 0BF30/2008 ICR Rev Mo | o
Mational Minority
Enterprise =

[ Y

|éj hktps: ) funaw racis, govirocisido/Redirector # ’7 ’7 ’7 ’7 E & Internet A

Figure 3.1: Admin Tab to Change User Profile
Upon initial entry, please verify and make appraggichanges to any information,
paying particular attention to your telephone phoamber and email. Then, be sure to
save your information. The Save button is allvlag at the bottom of the screen.

Please be sure to return to the User Profile toiftpgdur personal information, such as
your phone number or e-mail address, whenever @saocrur.
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R A R . -
oo o T

Admin

’ User Profile Change 0 e 0 ployee Admin Agel

User Detail

* Denotes Required Field

Personal Information Account Information
Prefix Employee Number 126067
* First Name | Jerermy | *User Login jcmillert
Middle Name | | User Encrypted Password k4 SydO5el

“ Last Name |M\IIer |

Suffix [

Title |

Agency / Sub Agency RISC

* Agency 8838 RISC
Sub Agency

Communications Address

Telephone, TDD and Fax must contain exactly 10 digits and can be seperated
by (, ], - or a blank Sueet Address ‘ |

Such as 999-999-9999 (99919990999 939 993 9993 and 9999999393 ‘ |

* Telephone [202 4827351  [Ext, ‘ |

TOD | | ay
Fax | | State | sloct -
Zip ‘ ‘

* E-Mail |jeremy.mi|\er@gsa.gov

User Roles

*Selected Roles

[ oo Concel

Login: jermillert

Figure 3.2: User Detail Screen
To leave the User Profile page, scroll to the botemd click Save (if you changed

anything) or Cancel. This will take you backhe ROCIS Employee Administration
screen.
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4. HOW TO Use the ROCIS Employee Administration Sarch

The purpose of the Employee Administration Screao allow ROCIS users to find
other ROCIS users via the search capability. Fstance, if you would like to send
another agency’s Authorized Paperwork Contact (A®Cg-mail regarding a potential
transfer of an OMB Control Number, you are ablegarch on the APC “role” for the
agency and receive a list of contacts. If a cleegafficer wants to identify for
management the list of preparers (Paperwork Datyy Elontacts or PDECS) for his/her
agency, this is the screen from which to searchgama the information.

If you are the ROCIS agency clearance officers & good idea to periodically check the
authorized users for your agency. Simply put yaigency code and the role of either
APC or PDEC in the search boxes, and do the seardhthere are people who have left
your agency and still have active accounts, pleas¢act the Help Desk so that the
accounts can be inactivated and locked.

When you have satisfied your ROCIS administratiugctions, click on the PRA tab to
return to the Created Request List Inbox for Agensgrs.
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5. HOW TO Use the Inbox and the Home Row of Tabs

ROCIS PRA
(UAT)

DR Help Logout

i Reguest ICR Package RCF Package History Search Report i
pfeated Request List Inbox-=Created RequesTN

Created Request Filter Llstlted Request List
Submitted Request List

Concluded Request List

Filter List  Wiew All

LAST b

Agency ICR Current v wed|l Renteet ;
o | [CRRef. No /RCFID Created By Agency/Sub Tracking Expiration LR it e

Number Date Bv wpe  [Methods|

0607-0871 |201203-1505-002CF |Miller; Jeremy  |03/09/2012 [TREASIDO Exampg 0313112015 RCFD | Mo | Mo
. User Guide
0B07-0871 |201203-1250-001CF |Miller, Jererny  |03/08/2012 |DOLIOFGGP Eai 03/31/2015 RCEMNew | Mo | No
201203-3440-002CF | Comerford, Brian |03/08/2012 |ODNI 714 RCFMNew | Mo | No
201203-0430-001CF |Kime, Roy 0310212012 |RATE Lk raining RCEMew | Mo | No
example
0607-0971 |201203-1652-001CF |Perking, Susan | 03/08/2012 |DHETSA ot Sue RCF 0313172015 RCFMew | Mo | Mo
201203-3440-001CF |Comerford, Brian |03/08/2012 |QDNI Title RCFMNew | Mo | No
201203-1505-003CF |Lee, Brian 03/02/2012 |TREASIDO Erample RCFMew | Mo | No
0607-0871 |201203-1121-001CF |Adams, Devan  |03/08/2012 |DOJIOJP Test 0313112015 RCFMew | Mo | No
0607-0871 |201203-1103-001CF |Oueliette, Danielle [03/08/2012 |DOJDOJADM Sample 0313172015 RCFMNew | Mo | No
Natice
’ Concetning
1545-0013 (2008121545001 |Miller, Joremy (03082012 |TREASIRS  [CB-0013-001 |oiedl 03131/2012 o Mo | Mo
Relationship

Figure 5.1: Agency Created Request Inbox with Hoe Row of Tabs

When you arrive in ROCIS ICR Module after succe$gtogging in, you'll be in the
Created Request List Inbox. Think of this as thyedf the desk in your office where you
are working to create and prepare Information Ctibe Requests (ICRs) and other
requests to be submitted to the Office of Informatnd Regulatory Affairs (OIRA).
Once you have created a request, it will remathénCreated Request List portion of
your inbox until it is either submitted to OIRA deleted from ROCIS.

You may sort on each of the column headings torozgayour work space and you may
filter and/or view all the contents of the inbox.

At the top of the screen is a set of tabs that lengiu to perform any and all functions
within ROCIS and within the ICR Module. This sétabs is referred to as the Home
Row. You can move from the Created Request LitecSubmitted (to OIRA) Request
List and to the (OIRA) Concluded Request Listthére is a great number of ICRs in
your Created Request List Inbox, you can filterltbeby selecting the Created Request
Filter List from the home row and providing seactheria. Anything that has been
submitted to OIRA from your agency will be refletta the Submitted Request List until
the review is concluded by OIRA. At that pointwill be moved to your Concluded
Request List, where it will remain for 30 days frtime conclusion date. You can also
select from a drop down of Request types, use ithel8 and Advanced Search tools or
run Reports.
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When you are working on or viewing an OMB Contraliber or ICR Package, you can

use the Home Row to view the ICR Package and te®#yiof the ICR package or the
History of the OMB Control Number.
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6. HOW TO Create an ICR Package

There are three ways to create an ICR Package—

1. By using the Request drop down box to selextype of request you desire;

2. By finding an action in the Concluded Requaest to view and from which to view
and begin a new ICR, or

3. By searching for an OMB Control Number or ICBf@&ence Number of an existing
ICR to view and from which to begin a new ICR.

Create an ICR by selecting from the Request drop down box.

(ﬁg}%’s PRA AgendaRegs DR Help Logout
Inbo Request ICR Package qckage History Search Report  Admin
Information Collection Request (ICR) Inbow->Created Reqguest List
ew IC to Generic ICR {Gen IC) st
DisconUTTEmeey prumber {D)
Filter List  Wiew All Emergency Extension (EE)
NEXTF LASTMH Transfer OMB Control Number (T)
Request for Common Forms (RCF)
Criteria; Status=(Created); Discontinue RCF (RCF D)
e

OMB Cr

ICR Ref. No { RCF ID Agency/Sub

Title : Last Reviewed| Request | Stat | EM.
— Type  [Methods|Review!

Control Ho
" User Guide
0607-0871 |201203-1505-002CF |Miller, Jeremy  |03/09/2012 [TREASIDO B 0313112015 RCFD | MNo | No
. User Guide
0607-0871 |201203-1250-001CF |Miller, Jeremy  |03/08/2012 |DOLIOFCCP sk 0313112015 RCFNew | Mo | No
201203 3440 002CF | Comerford, Brian |03/08/2012 |ODNI 714 RCFMNew | Mo | No
201203-0430-001CF |Kime, Roy 03/02/2012 |RATE Lk raihing RCEMNew | Mo | No
example
0607-0871 |201203-1652-001CF |Perkins, Susan | 03/08/2012 |DHETSA ok Sue RCF 0313172015 RCFMew | Mo | Mo
201203-3440-001 CF | Comerford, Brian |03/08/2012 |QDNI Title RCFMew | Mo | No
201203-1505-003CF |Lee, Brian 02/08/2012 |TREASIDO Erample RCFMew | Mo | Mo
0B07-0871 |201203-1121-001CF |Adams, Devan | 03/02/2012 |DOJIOUP Test 03/31/2015 RCFMew | Mo | No
0607-0871 |2013203-1103-001CF |Oueliette, Danielle [03/02/2012 |DOJDOJADM Sample 0313172015 RCFMNew | Mo | No
Motice
’ Concetning
15450013 (2008121545001 |Millr, Joremy (031082012 |TREASIRS  [CB-0013-001 |oiedl 0321/2012 o Mo | Mo
Relationship

Figure 6.1: Agency Created Request Inbox with Dop Down to Create a new ICR
Select and click on Information Collection RequgsSR).

The screen below will appear.
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ROCIS PRA
(UAT)

AgendaReygs

Inbox Request ICR Package RCF Package History Search Report Admin
Regquest-=Information Collection Request [I[CR)

Create New ICR Package

reate a New ICR from Scratch
Agency Sub Agency
e | 54l

Will this ICR sponsor common form(s) ? i
Will this ICR be generic ? []

Title

Abstraci

Check Speling

© Create a New ICR Based on Previously Reviewed or Approved ICR

# Enter OME Contral Mumber if the new ICR is based on the most recently approved ICR under the OME Control Number;
*® (therwise, enter [CR Reference Number

Login: jemillert

Figure 6.2: Create New ICR Package from Scratch

Use this screen to identify the Agency, Sub Agefiaye and Abstract of a new ICR that
has no existing OMB Control Number (or previousdghn ICR Package).

Select Create a New ICR from Scratch.
ROCIS PRA (UAT)

AgendaRegs JZEEN DR Help Logout
Inbox Request ICR Package RCF Package History Search Report Admin
Request-=Information Collection Request (ICE)

Create New ICR Package

© Create a New ICR from Scratch

%) Create a New ICR Based on Previously Reviewed or Approved ICR
# Enter OMB Control Murnber if the new ICR is based on the most recently approved ICR under the OMB Cantral Number;
» Otherwise, enter ICR Refarence Mumber.

Will this ICR sponser commeon form(s) 7 o

Will this ICR be generic? []

OMB Conirol Number: ICR Reference Number:

Qr

Figure 6.3: Create New ICR Package from a Previs ICR

If an OMB Control Number exists, use this screemémtify the OMB Control Number
or most recently reviewed ICR under the OMB Conamber to create an ICR. Both
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of these lead to the Edit ICR screen. Select Eradlew ICR Based on Previously
Reviewed or Approved ICR.

If an OMB Control Number is entered, ROCIS will iggsan ICR Reference Number and
populate the screen from the most recently appré®@&dunder that OMB Control
Number. If an ICR Reference Number is enteredCRwill populate the screen with
the information from that ICR Reference Number. &&tinal Rule, please put the ICR
reference number for the ICR reviewed at the pregasle stage when creating the ICR.

Records from the legacy OIRA data base were midgrat¢he ROCIS ICR Module data
base. When viewing ICRs that are created from aiegk data, keep in mind that some
data was not collected electronically in the legsgstem so the field will remain blank.

NOTE: Generic ICRs are created differently than reggular ICRs. If you check
the box to indicate that you are creating a generitCR, refer to the section on
‘How to Create a Generic ICR and Associated GeneritCs'.

If the “Create a New ICR from Scratch” was selecthd Edit ICR screen will be blank
except for the agency, sub agency, title and atisgrau created. An ICR Reference
Number is assigned by the system upon creationitpuely identify the ICR throughout
its history.

Locate an action in the Concluded Request List to view and begin a
new ICR. Concluded actions are only maintained in your concluded inbox
for 30 days from the conclusion date.

AgendaRegs EGEEE DR Help Logout

ROCIS PRA (UAT)

Inbox Request ICR Package RCF Package History Search Report Admin
Inbox->Concluded Request List

Concluded Request List

Conclusion Action Concluded Date

121-0336 (2012031121002 |DOJOIP User Guide Example 033112015 ICRMew | Approved withoutchange |03/09/2012
16050243 |201203 1606001 | TREAS/DO JCM Training Example | 0313172015 ICRNew | Asproved withoutchange |03/08/2012
0607-0071 |201203 1405 O02CF | TREAS/DO User Guide Example 0312015 ROF New | Approved without change |03/08/2012
0B07-0971 |201203- 0607003 |DOGICENSUS User Guide Example 033112015 ICRRev | Approved without change |03/07/2012
0607-0971 |201203-0607-001  |DOGICENSUS User Guide Bxample 03/31/2015 ICRMew | Asproved withoutchange |03/07/2012
Field Representative Exit
Questionnaire/Decennial
0607-0404 |200908-0607-003 | DOCICENSUS Field stam et EE Disapnroved 03/04/2012
Questionnaire/Continuous i Lizappraved
Measurement Exit
Questionnaire

Figure 6.4: Concluded Request List Inbox with Opion to Filter
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ROCIS PRA (UAT) AgendaRegs RS

Inbox Request ICR Package RCF Package History Search Report Admin
Inbox-=Concluded Request List

Agency Concluded Request List Filter

Date Concluded{mmiddfyyyy) Fram | 1B B8
Concluded in | v
Agency ICR Tracking Number:
OMB Control No |
ICR Reference ho |
RCFID|

Piniration Date [06/30/2012

Agency J
Sub |

Select

Title |

Request Type [ V

Conclusion Action | ¥l

Figure 6.5: Agency Concluded Request List Filter

The result of the Agency Concluded Request LigeF8earch is a list of expiring
collections for the selected date of 6/30/2012 fwench to view the last approval and

from which to create a new ICR:
ROC’S PRA (UAT) AgendaRegs EGEEE DR Help Logout

Inbox Request ICR Package RCF Package History Search Report Admin
Inbox->Concluded Request List

Concluded Request List

Filter List  Wiew All
NEXT P LAST M

Criteria: Status=({Approved, Disapproved);
oMB

ICR Ref. No /RCFID | AdencySi s 4 itle xpirati equest Type Conclusion Action Concluded Date

Control No ate

1121-0336 |201203-1121-002 DOoJioJP User Guide Example 0313172015 ICR New Approved without change  [03/09/2012
1505-0243 |201203-1505-001 TREAS/IDO JCM Training Example 033172015 ICR Mew Approved without change  |03/08/2012
0B07-0971 |201203-1505-002CF |TREASIDO User Guide Example 033172014 RCFE MNew Abproved without change  [03/08/2012
0607-0 201203-0607-0 DOCICENSUS User Guide Example 033172015 ﬁR Rev Approved without change  [03/07/2012
0507-09\221 203-060?-M DOCICENSUS User Guide Example 0313172015 CR e Approved without change  |03/07/2012

Field Representative Exit
Questionnaire/Decennial
0B07-0404 |200906-0807-003 | DOCICENSUS Hedlaregt EE Disapproved 03/04/2012
Questionnaire/Continuous T
Measurement Exit
Questionnaire

Figure 6.6: Agency Concluded Request Inbox withinks to View ICR
Select an ICR by clicking either on the ICR Ref Nbon the Request Type to View the
ICR—OIRA Conclusion screen. Choose the actionwah to pursue; e.g., “Create ICR
Package” from the choices in blue boxes at theobotif the screen.

Note also the many ways you can view the ICR--feowery brief summary to the entire
record—based on selection of choices in the DisBlay.
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ROCIS PRA (U nons LU DR Help  Logout

Inbox Request ICR Package RCF Package History Search Repo min
ICR Package->Concluded ICR. Package-=ICR

Display additional information by clicking on the following: [ Al [¥] Brief and OIRA conclusion
[ Ahstractilustification Legal Statutes [ ] Bulemaking [ FR Motices/Comments [ 1C List [ Burden [ Mise. [ Common Form Info [ Cedtifization
on

Migw Information Collect

1] List Wiew Supporting Statemert and Other Documerts

Ce—— View ICR - OIRA Conclusion e —

OMB Control No; 1545-2223 PR TN, 20 1 1< odo-04
Status: Active Previous ICR Reference No:
Agency/Subagency: TREAS/IRS Agency Tracking No: ah-3-004

Title: NOT-148251-11 (Motice 201123 lowa Low-Income Housing Credit Disaster Relisf

Type of Information Collection: New collaction (Reguest for a new OMB Cantrol Murber)

Type of Review Request: Ermergency Approval Requested By: 12/08/2011
OIRA Conclusion Action: Approved without change Conclusion Date: 12/20/2011
Retrieve Motice of Action (MOA) Date Received in OIRA: 12/05/2011

Terms of Clearance:

_ Inventory as of this action Requested Previously Approved
Expiration Date 06/3002012 B Manths From Approved

Responses ann an0 0
Time Burden (Hours) 129 128 0
Cost Burden {Dollars) 0 0 0

Emergency Extension [EE) | Discontinue D] II:H Package Prin To Pdf

\__/

Figure 6.7: View ICR Screen with Options to ViewAdditional Data and Create
ICR Package

Create an ICR by Using the Simple Search--Enter the OMB Control
Number.

ROCIS PRA (UAT) Agendarar- VPR R Help  Logout
Inbox Request ICR Package RCF Package History .S_;a_r_c_h Repyrt Admin
Simple Search le Search

Advanced Search

Simple Search earch

OMB Control Number ICR Reference Number/RCF 1D Agency Tracking Number

Simple Search

Figure 6.8: Simple Search Screen with OMB ContidNumber Criteria Entered
The result is the OMB Control Number History. Fitheé ICR on which to base the new
ICR (revision or extension or reinstatement). #ynbe either the most recently approved
ICR or the most recently reviewed ICR—even if itswd approved). Change requests
must always be based on the active (currently ajgoiolCR.

Here is the result of the search:
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ROCIS PRA (UAT)

Inbox Request

ICR Package

ST DR Help  Logouwt

Report Admin
Histony-=0OMB Control Mumber History

Search

RCF Package History

OMB Control Number History

OB Contral Number: 15130122

ICR Chy 0872872011 Historical Inactive

09/28i2011

Impropetly submitted and
continue

201108-1513-010
200904-1513-003 05-1513-008 04/15/2008 Active

ICR Ext

06162009

0B/30/2012 0B/30/2012

Annroved without change

20i 200603-1513-001 ICR Chg 08/29/2006 Histarical Active

090742006

057312008 0B/30/2009

Approved withaut change

200603-1513-001 ICR Mew 0370372008 Historical Active

051 82006

0573172008 0573172009

Anproved without change

List shows all ICR of the OMB Control Murmber review (Mo Time Lirnity
Figure 6.9:

Click on the ICR Reference Number or the

OMB Control Number History Screen

RequepeTand you will be brought to the

same View ICR-OIRA Conclusion screen from whichrtake your choice of action at
the bottom of the screen; e.g., Create ICR Package.

ROCIS PRA (UAT) I P -

Inbox Request ICR Package

RCF Package History Search Report Admin

ICR Package-=Concluded ICR Package-=ICR Diat:

Display additional information by clicking on the following: [] All [ Brief and QIRA conclusion
[ Abstractidustification [ Legal Statutes [] Rulemaking [] FR Motices/Comments [ IC List [] Burden [ Misc. [] Common Form Info. [ Certification
wigr Infiormation Collection [1C] List ‘g Supporting Stetement snd Other Documents

View ICR - OIRA Conclusion

OMB Control No: 1513-0122
Status: Active
Agency/Subagency: TREASTTE

Type of Review Request: Regular
OIRA Conclusion Action: Approved without change

Retrieve Notice of Action (NOA)

Terms of Clearance:

Cost Burden {Dollars)

Title: Formula and Process for Domestic and Imported Alcohol Beverages

Type of Information Collection: Extension without change of a currently approved collection

Inventory as of this action

Expiration Date 063072012 36 Months From Appraved 06/30/2009
Responses 4,000 4,000 4,000
Time Burden (Hours) 8,000 8,000 8,000

ICR Reference No: 200204-1513-003
Previous ICR Reference No: 200808-1513-009
Agency Tracking No:

Conclusion Date: 085/16/2003
Date Received in OIRA: 04/15/2009

Previously Approved

Rey el

0

0 0
Emergency Extension (EE) | Discontinue (D) | Transfer (T} |/ Create ICR Package | Print To Pdf

Figure 6.10:

N—————

View ICR Screen with Option to Crete ICR Package
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7. HOW TO Edit the ICR Package

Similar to the former paper process, the electrt@®iR package contains four basic
elements:
v ICR Data (equivalent to the former 83I--one perkaae)
v IC (Information Collection) form(s), survey(s) ather collection instrument(s)
and/or CFR citation(s) requiring collections --@ast one IC or CFR citation per
ICR package
v" ICR Documents
0 Supporting Statement A
0 Supporting Statement B (when statistical ...... )
0 Supplemental Documents
» Draft (not published) Proposed Rule
= Draft (not published) Final Rule
» Draft Federal Register Notice
= Justification for a no material/nonsubstantive defold 83C)
» Supplemental Documents not fitting the other catiego
0 Public Comments
v ICR Certification (back of the former 83l) signifig adherence to provisions of
the PRA.

The Edit ICR screen is similar to the 831 in th@@aprocess and is the foundation of the
package. While working on the Current ICR packgge, may use ICR Package and
History tabs on the Home Row to assist you.

Please note, at any point prior to submission @i@R request, an Authorized

Paperwork Contact (APC) can lock the request, priavg all users from making edits to
the request until it is unlocked.
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rocis PRA (UAT) I T Y - N

Inbox Request ICR Package RCF Package History Search Report Admin
Previous ICR Packa ICR Package-=Current ICR Package->ICR Dat

Display additional information by cl

Abstract Legal Statutes
Edlt Information Collection (1C1 List

Current ICR Package
Edit ICR
Agency: 1103 DOJADM OMB Controlflumber: C

CR Documents
CR Certification '

Agency ICR Tracking Number: ICR Reference N
| 201203-1103-003

jous ICR Reference Nugfher:

Title:
User Guide Example

Type of Infoermation Collection (check one}:

| New collection (Requestfor & new OMB Contral .N.umbe“r.j v

Type of Review Requested (check one):
r 3|

Requested Expiration Date (check one):
v

Does this ICR contain surveys, ci or employ statistical methods? O Yes @ Nao

Does the Supporting Statement serve as a Joint ICR and Privacy Impact A t per OME Memarandurn 03-22, Section ILD.? OYes @ No

Is this ICR related to the Affordable Care Act [PPACA, P.L. 111148 8 111152]2 Oves Ono

Is this ICR related to the Dodd-Frank Act [Dodd-Frank Wall Street Reform and Consumer Protection Act, P.L. 111203]7 OYes OHo

Is this ICR related to the American Recovery and Reinvestment Act of 2009 (ARRA)? Oves Oho

Figure 7.1: Edit ICR Screen with Links to otherlCR Screens

Instructions for Completing the Fields of the EDIT ICR Screen

These instructions should be used in conjunctidh &@ICFR 1320, which provides
information on coverage, definitions, and otherteratof procedure and interpretation
under the Paperwork Reduction Act of 1995.

1. Agency/Sub agency of the originating request

Provide the four digit agency code for your ageocgub agency originating the request.
For most cabinet-level agencies, a sub agency oket#ag is also necessary. For non-
cabinet agencies, the sub agency designation ergilgnunassigned.

2. OMB Control Number

a. If the information collection in this requesishbeen assigned an OMB Control
Number previously, enter the number.

b. If the information collection in this requestshnot been assigned an OMB
Control Number, one will be assigned upon conclusibthe review by OIRA.

3. Agency Tracking Number
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This data item was provided in ROCIS at the reqakagencies. It is not edited by
ROCIS, and thus can be used to input any informatibich might be helpful to
distinguish ICRs. For instance, agencies withabtagency codes can use the Agency
Tracking Number to identify ICRs to divisions, bcaes or individuals. This data item
may be used as one criterion for an advanced search

4. ICR Reference Number and Previous ICR Referdhuraber
This is assigned and populated by the ROCIS sybtesed on the Create action. The
format is:

YYYYMM of the month of origin

-Agency/Sub Agency code

-3 digit sequential number assigned per creationmuath.

5. Title

Provide the official title of the information cotigon request. If an official title does not
exist, provide a description which will distinguitihis collection request from others and
enable text searches on titles.

6. Type of information collection (select one)

a. Select "New collection" when the collection has previously been used or
sponsored by the agency.

b. Select "Revision" when the collection is cuthgapproved by OMB, and the
agency request includes a material change to thection instrument, instructions, its
frequency of collection, or the use to which th@imation is to be put.

c. Select "Extension” when the collection is cotiyeapproved by OMB, and the
agency wishes only to extend the approval pastuh@nt expiration date without
making any material change in the collection insikeat, instructions, frequency of
collection, or the use to which the informationasbe put.

d. Select "Reinstatement without change" whercttlection previously had
OMB approval, but the approval has expired or wasahtinued before this submission
was made, and there is no change to the collection.

e. Select "Reinstatement with change" when thiectdn previously had OMB
approval, but the approval has expired or was distoed before this submission was
made, and there is some change to the collection.

f. Select "Existing collection in use without OMBntrol number" when the
collection is currently in use but does not haveOamB control number.

g. Select Nonmaterial/Nonsubstantive Change ttoparthe function of the
former 83C Change Sheet. (Upload—electronicallgcitt—your explanation of the
requested change in Supplemental Documents. Besundicate that the document
type is ‘Justification).

7. Type of review requested (select one)

a. Select "Regular" when the collection is suleditinder 5 CFR 1320.10,
1320.11, or 1320.12 with a standard 60 day revigvegule.

b. Select "Emergency" when the agency is subrgittie request under 5 CFR
1320.13 for emergency processing and providessitpained supporting material. Provide
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the date by which the agency requests approvathanplistification in the text box
presented upon selection of “Emergency.”

c. Select "Delegated” when the agency is subrgittie collection under the
delegated authority conditions OMB has grantechtijency.

8. Requested expiration date

a. Select "Three years" if the agency requedtseetyear approval for the
collection.

b. Select "Other" if the agency requests appriordess than three years. Specify
the month and year of the requested expiration date

c. The maximum request for an Emergency ICR is 6th®

9. Does this ICR contain surveys, censuses, otanspatistical methods?

Select "Yes" if the information collection usestistécal methods such as sampling or
imputation. Generally, select "No" for applicaticarsd audits (unless a random auditing
scheme is used). Select "Yes" for statistical ctibes, most research collections, and
program evaluations using scientific methods. dtber types of data collection, the use
of sampling, imputation, or other statistical esttiman techniques should dictate the
response for this item. If ‘Yes'’ is selected, @esthat Supporting Statement B is
provided under the ‘Manage Documents’ tab.

10. Does the Supporting Statement serve as al@#and Privacy Impact Assessment
(PIA) per OMB Memorandum 03-22, Section 11.D?

If “Yes,” according to the OMB Memorandum 03-22daeks accordingly in Supporting
Statement A. To learn more about a joint ICR alfd Bpen the hot link to the
Memorandum in the screen.

11. Is this ICR related to the Affordable Care fRIPACA, P.L. 111-148 & 111-152]?
If this ICR is related to the Affordable Care Asglect Yes. Otherwise, select No.

12. Is this ICR related to the Affordable Dodd+fkaAct [Dodd-Frank Wall Street
Reform and Consumer Protection Act, P.L. 111-203]?
If this ICR is related to the Dodd-Frank Act, se¢l¥es. Otherwise, select No.

13. Is this ICR related to the American Recoverg Reinvestment Act of 2009

(ARRA)?
If this ICR is related to the ARRA, select Yes.hétwise, select No.
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Display additional information by clicking on the following: All Eirief

Abstract Legal Statutes Rulemaking ER Motices/Comments & List [¥] Burden
Edit Information Gollection (1G] List Edit Supportirio Statement 2nd Other Doouments

Is this ICR related to the America

Agency Contact | hal Add Hew Contact

Abstract (4000 characters maximumy):
|Uzer Guide Example Abstract

[Buthorizing Statute(s):

¥ | | Remove

_Add Another Autharizing Statute |

IAssociated Rulemaking Information

RIN: Stage of Rulemaking{check one)
O Proposed Rule
Wiew RIN @ Interim Final or Final Rule

@ Not associated with rulemaking

[ Other Documents for OIRA Review
For & Proposed Rule, OMB will not consider an [GR complate untll the Notice of Praposed Rulemaking has been published.
For & Final Rule, please put the [CR reference number for the 1CR reviewed at the proposed nile stage.

For I{CHs associated with [nterm Final rules that are not significant under EQ, please upload a draft of the Federal Register notice as a Supplementany Document in Manage
{CR Documents

Federal Register Notices & Comments
Did the Agency receive public

60.day Notice: Fe(ler:;IRBeuister Citation: Citation Date: e e
J Oves @y
: Federal Register Citation: Citation Date:
30-day Notice: FR

Unless submitted as an Emergency or Associsted with Rulemaking, OMB will not consider an ICR complate untll the 30-day notice has beer published,

Figure 7.2: Edit ICR Screen (continued)

14. Agency Contact

Provide the name and telephone number of the agerepn best able to answer
guestions regarding the content of this submisslbsensitive to having this name
published on the ROCIS website, http://www.regigbv.,, please consider using the name
of the agency’s Clearance Officer.

A drop down list is provided of persons who werevoously listed as agency contacts.

If the name of this contact is in the list, simpblect it. If the name of the person you
want to reference is not in the list, you will ngedadd the individual as a contact. To do
that, select the ‘Add New Contact’ button.

The ‘Add Contact’ process begins with an admintsteatask ‘ROCIS Contact
Administration’. Enter some portion of the namattiou want to locate, and then click
on the ‘Search’ button.

The search results will be displayed at the botbbte screen. The persons located are

not limited to ICR contacts. They represent ghety of ROCIS contacts, including those
for the agenda module, the EO Reg Review modulgtan@&ORN module.
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If you see the name that you want to add as a cpmieck on the name in the search
result portion of the page.

ROCIS Agenda/Regs (UAT) I - --- SRS

Employee Admin Agencies

ROCIS Contact Administration

Last Name:

holmes m

Iate: In order to add a new contact you must first search on the Last Mame.

Please ensure that the contact you want to create is not one of the existing contacts displayed below.

[ Add |
| Name | _PhoneNumber vlovee No
1103 DOJADM Holmes, David B 703 TH6-6163 106210
1545 IRS Holmes, James A, 202 622-3040 james.a.holmes@irscounsel freas.gov 127025
1545 IRS Holmes, Kay 202 622-3269 122811
1645 IRS Holmes R, 202 622-3685 122367
3080 G5A Holmes, Ray 202 557-7425 106214

Figure 7.3: Contact Administration Screen

In this example, David B Holmes was selected. Bavin ROCIS as a contact for the
agenda module. That can be determined by notmgttow next to ‘RIN Contact’. The
arrow and active status are not highlighted becgaserole does not allow you to
change agenda contacts. However, you can makerta@eontact for the ICR process
by clicking on the box next to ‘PRA Contact’.
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ROCIS AgendaiRegs | -+
Lo _ T

Admin

User Profile

Change Password Recertification Employee Admin Agencies

Edit Contact Detail

* Denotes Required Field

Personal Information Address

Prefix Street Address 5203 L eeshurg Pike
“ First Name David
Widdle Name E.

* Last Name Holmes City Falls Church
Suffix State Virginia
Employee Number 105210 Zip 22041

Title Chiaf Attorney Examiner
*Agency 1100 DO
Sub Agency 1103 DOJADM

Communications

Telephone, TDD and Fax must contain exactly 10 digits and can be seperated
by (, ), - or a blank

Contact Modules Such ag 999-999-9999, (399)3939999, 939 999 9999 and 9999999999
gPNeld iz reguired *Telephone 703 756-6168 Ext.

RIN Cg Active Inactive

TDD
EO fontact Active Inactive

Fax
PRA (Ngtact @ Active € Inactive

E-Mail

ODR Conta Active Inact

=
Figure 7.4: Contact Detail Screen

To effect the change, scroll down to the bottorthefscreen and click on the ‘Save’
button. After the information is saved, you wid teturned to the Edit ICR screen.

24 March 19, 2012



ROCIS HOW TO Guide for Agency Users of the (ICR)dvte
Regulatory Information Service Center (RISC)

PRI ppa DR Help  Logout

ROCIS Agenda/Regs (SAT)

Employee Admin Agencies
ROCIS Contact Administration

Last Name: |miller m

MNote: In order to add a new contact you must first search on the Last Name.

Cancel

Please insure that the contact you want t not one of the exdsting contacts displayed below
| add |

Name Phone umser [ | Empoyeeto

0607 CENSUS Miller, John 3017632758 124891
0648 MOAS Miller, Roberta 202 634-4249 107872

Login: jcmillersac

Figure 7.5: Contact Administration Screen (contiued)

The ‘New Contact Detail’ screen captures informatout the new contact. Any data
item with an asterisk in front of the tag is a regd field. Although ‘Email’ is not
required, it is highly desirable that it be entered

The agency item has a drop down list from whichagency or subagency for the contact
can be selected. This is an important decisigoufare associated with a cabinet agency
(except VA) or EPA. These have an agency levet¢agkich ends with ‘00’, and a
number of subagencies. If the contact is assatiaith the agency code, he will appear
in the drop down list for any subagencies thatpar of that agency. If he is associated
with a subagency, he will only appear in the dropvn list for that subagency.

In this example, the user has access to both ‘080€@’'agency code for Department of
Commerce, and the subagency ‘0607’, the CensusaBuso both numbers on listed in
the drop down list. If the user selects ‘0600Cisrles’ (the new contact), agency,
Charles Miller will appear as an PRA contact foy anbagency within Commerce. If he
is associated with 0607, she will only be a contacCensus. If someone were to create
an ICR package for subagency 0605, Charles wouldpear in the list. If Charles was
supposed to be a contact for 0605, another corgactd would have to be added
showing her agency as ‘0605’. If Charles shoulé loentact for all subagencies within
Commerce, but you don’'t have access to ‘0600, ggemntact someone who does and
ask that user to set up Nancy’s contact recordu ¢&m use the Employee Admin search
described above to find someone with access td0'060

Click ‘Create User’ at the bottom of the screerne iew contact will be saved, and you
will be returned to the ‘ICR Data’ screen. Allthie contacts that you have selected will
be displayed. You can manipulate the order ottirgacts by changing the number to
the right of the contact information. You can alemove a contact by clicking on
‘remove’.
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15. Abstract

Provide a statement, limited to 4,000 charactetsxdf covering the agency's need for
the information, uses to which it will be put, aabrief description of the respondents.
You may want to include keywords (descriptors) fritv@ "Federal Register Thesaurus of
Indexing Terms" that describe the subject ared(#)evinformation collection in titles

and abstracts.

16. Authorizing Statute

Provide the statute that is the source of the IER® source of the associated
rulemaking, whichever is more appropriate. If hertis appropriate, provide the
authorizing statute for the program or for the ayeor leave blank.

17. Associated Rulemaking Information

Select ‘Proposed Rule’, ‘Interim Final or Final Byl'Not associated with rulemaking’
or ‘Other Documents for OIRA Review’ as appropriatethe ICR is associated with a
current rulemaking, enter the RIN number, the Faldreqgister Citation and the Citation
Date that the rule text for that stage was pubtishéor a proposed rule, OMB will not
consider an ICR complete until the Notice of PrgabRulemaking has been published.

You do not need to attach the rule unless it ha®een published (i.e., Federal Register
information is blank). If this is the case, chélo& appropriate stage of rulemaking and
upload (electronically attach) the draft rule ie danage Documents task. Be sure to
indicate the document type as ‘proposed rule’ ioalfrule’. For ICRs associated with
Interim Final rules that are not significant un&€ 12866, please upload a draft of the
Federal Register notice with a document type ddftdfederal register notice’. More
information on uploading documents can be founthénsection ‘Managing Documents’.

If you are working on an ICR involving guidance dotents, you should indicate that by
checking the box ‘Other Documents for OIRA Reviewor more information on
Guidance Documents, refer to the OMB memorandum at
http://www.whitehouse.gov/omb/memoranda/fy2007/mM37pdf

18. Federal Register Notices and Comments

Enter the Federal Register Citations and CitatiateB of the 60- and 30-day notices for
the ICR. You do not need to provide a copy offRenotice. However, if you wish to
provide a draft Federal Register notice for a retifer an Emergency ICR, for instance,
upload (electronically attach) it in the “Manageddments; task, clearly indicating a
document type of draft Federal Register Noticelessmsubmitted as an Emergency or
Associated with Rulemaking, OMB will not consider I€R complete without the 30-
day notice publication citation.

19. Did the Agency receive public comments on IGR?

If comments were not received, select “No.” If coents were received, select “Yes,”
and summarize public comments received and desaciiiens taken by the agency in
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response to these comments in Supporting Statem&yecifically address comments
received on cost and hour burden. Describe effort®nsult with persons outside the
agency to obtain their views on the availabilitydata, frequency of collection, the

clarity of instructions and recordkeeping, discleswr reporting format (if any), and on
the data elements to be recorded, disclosed, ortezh Consultation with representatives
of those from whom information is to be obtainedhimse who must compile records
should occur at least once every 3 years - evire i€ollection of information activity is
the same as in prior periods. There may be circamsss that may preclude consultation
in a specific situation. These circumstances shbaldxplained.

Public comments may be uploaded in ICR Documesige@ally if the comments are not
available through the Federal Docket Managemenegysr other electronic means that
can be made available to the OIRA desk officerm@ents received by OIRA in
response to the 30-day notice will be uploaded BYA0 See Manage Documents
section for uploading comments. When providindtiple comments, it is adequate to
provide a representative comment document.

Annual Costto Federal Government: §

Number of Information Collections {IC} in this ICR: 0

ICR Summary of Burden:

Cha e to A
Requested _ i 3 e . A : i Plew._;u?ly
it SRS i : - Approved
cre gency Estimate e PR

Annual Mumber af

Responses 0 0 . 0 0 0
Annual Time Burden

Hn 1] 0 1] 0 0 1]
Annual Cost Burden b g i 5 i i
£3)

Citations for New § 1y Requir : [Required if any change in burden is a Program Change Due to Mew Statute)

¥ | | Remove

Add Another Statutory Requirement

At least one IC has a burden increase because of Program Change due to Agency Discretion

At least one IC has a burden decrease because of Program Change due to Agency Discretion

Check Spalling | IC List | Agency Review | Save | Check For Completeness

Figure 7.6: Edit ICR Screen (continued)

20. Annual Cost to Federal Government

Provide estimated annualized cost to the Federadrgment, if any, for implementing

the collection. In Supporting Statement A, pdeva description of the method used to
estimate cost, which should include quantificatbbiours, operational expenses (such as
equipment, overhead, printing, and support staffii any other expense that would not
have been incurred without this collection of imfiation. Do not use commas or a ‘$’
sign.
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If the respective ICR is a Common Form Host ICRagk only include costs incurred by
the Host Agency. Using Agencies will submit thaivn costs for collecting the
information.

21. ICR Summary of Burden

Burden is accounted for at the information collect{IC) level; that is, per collection,
whether one collection or multiple collections viittone ICR. An IC is a set of
information collected by an agency that is assediatith a given affected public,
obligation to respond, and line of business. T@te§information may be defined by the
instrument (e.g., a form), an activity (e.g., lodilgg taxes), or any other logical
grouping determined by the agency that will proveaelicit burden estimates by affected
public, obligation to respond, and line of business

Therefore, the Edit ICR page will display the suith@ burden entered on the burden

worksheets for each IC. To enter your burdenesgBAVE the ICR Data by clicking
on Save at the bottom of the Edit ICR screen, aodento the IC List.
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8. HOW TO Create and Edit an Information Collection

The first step to creating or editing an IC is éavesthe ICR Data and click on “Add/Edit
Information Collections” hotlink on the Edit ICRreen OR to select IC List from the
drop down list of choices in the Current ICR Paakagthe ICR Package Tab at the
Home Row of Tabs. Either choice will take youtie Add/Edit Information Collection
screen below.

Data from OIRA’s legacy data base has been migtatéaie ROCIS ICR Module. Each
existing OMB Control Number has been assigned Gnindt contains all of the form
numbers and all of the burden hours and costs quiekyi associated with the OMB
Control Number. Click on the IC Title of the mitgd IC to open the Edit IC screen and
proceed to review, correct, modify, and supplentieategacy “migrated” data to form
the IC.

When creating new ICRs, you will need to chooseAtie IC button on the Add/Edit
Information Collections screen below to enter tBarformation.

Either Add or Edit choices will take you to the Efi screen displayed below.

Each IC must have one obligation to respond, ofezi@d public, and one line of
business. If there is more than one value of ditlyese for the ICR, separate ICs will be
required. For example, if the information is cotkd from state and local governments
and individuals, one IC must be created with aecéd public of ‘state and local
governments’ and one for ‘individuals or household®r more information on this

topic, refer tcAppendix Aof this document.
ROCIS PRA (UAT)

AgendaReys GGEEE DR Help Logout

Inbox Request ICR Package RCF Package History Search Report  Admin
|CR Package-=Current ICR Package-=IC Lis
OMB Control No.: ICR Ref No.: 201203-1103-003 ICR Expiration Date: ICR Status:
Agency/Sub-Agency: DOJDOJADNM  Agency Tracking No.: Title: User Guide Example
Request Status: Created Last Event: Created Last Event User: Miller, Jerermy Last Event Date: 03/09/2012

Add/Edit Information Collections

List of ICs
User Guide
Examp\e

IC Title

Mew ] il 0 Form Form 1234

User Guide Example
0 1} a

( Em )

v
Figure 8.1: Add/Edit Information Collections screen

burden requested under this ICR:

To edit an IC, click on
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AgendaRegs SN DR Help Logout

ROCIS PRA (UAT)

| Inbox Request ICR Package RCF Package History Search Report Admin

ICR Packaqe»Current ICIi"FS"ackaqe»IC”L'ist
OMB Control No.: ICR Ref Mo.: 201203-1103-003 ICR Expiration Date: ICR Status:
Agency/Sub-Agency: DOJDOJADM  Agency Tracking No.: Title: User Guide Example
Request Status: Created Last Event: Created Last Event User: Miller, Jeremy Last Event Date: 03/09/2012
Edit IC
IC Title: ; Agency IC Tracking Number:
User Guide Example
Is this a Commaon Form? Mo 1C Status; Mew
Obligation to Respond: | Ml
CFR Citation:
M | o operaton |
CFR Remowve

Add Another CFR Citation

Information Collection Instruments:

o Can Be S
ET Document Type FormName | Instrument File URL Elaﬁm::;‘:!, Iflly"' Submitted FI':';"'I;:::";
=R OEEEYE | Blectronically? i

Fl Farm Farm 1234 User Guide TestFilet.doc ves s Fillahle Fileahle

i Example
Add Instrument

Figure 8.2: Edit IC screen

Instructions for Completing the Fields of the ADD/EDIT IC Screen

IC Title: Create the IC title with potential tes¢arch in mind.

Agency IC Tracking Number: This field is entiraptional. One possibility is to
provide the IT investment number (Exhibit 300 ITBRS8nber) when an information
system is associated with the ICR.

Is this a Common Form?: This feature is not yeailable, so select ‘No’.

IC Status: ROCIS will populate this field; no gnlry the agency is required.

Obligation to Respond: The “obligation to resporgigither mandatory, required to
obtain benefits, or voluntary. Select the catedbay applies to the IC. If more than one
category applies, you will need to create an ICefach affected category to account for
the burden associated with that category.

a. Mark "Voluntary" when the response is entimilcretionary and has no direct
effect on any benefit or privilege for the respamde

b. Mark "Required to obtain or retain benefits"amtthe response is elective, but
is required to obtain or retain a benefit.

c. Mark "Mandatory" when the respondent must replface civil or criminal
sanctions.
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For each IC, either a CFR citation or an informatollection instrument must be
provided.

CER Citation: Use this option if the informatioallection has no form or survey and is
required by a statute or regulation. To identifg tegulation that is the basis for
collecting the information, enter the appropriateROCitation. Multiple citations can be
entered for a single IC. Add as many as neces$saclicking on Add Another CFR
Citation

Information Collection Instruments: An “instrumérg the mechanism for gathering the
information. The most obvious and easily idendifigpe of instrument is a paper or
electronic form or a survey, but it may be a webdabapplication, a telephone script, or
any other means used to collect the informatidrioris were recorded as part of the
ICR in the migrated legacy data base, they willi§ted here. However, you will need to
open the Instrument File by clicking on the instamfile on the Add/Edit IC Instrument
screen to upload the form, survey, or other inseminthat is applicable to the IC. An IC
may have multiple ICls.

To remove the reference to the form from the megtaegacy data, or for some other
reason, use the Remove button.

To add a new instrument, click on Add InstrumenttomEdit IC screen.

How to Add an Instrument

The Add Instrument screen is a screen for makiegrtstrument available for the OIRA
desk officer’s review.
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; http:/ /training.rocis.goy - Edit IC Instrument - Microsoft T - |EI|£|
Add/Edit IC Instrument —

Instrument Filename: BrabsonCommentFiled. pdf

| Browse. .. |

Document Type:

| [

Is this collection available electronically?  Yes © Mo

If yes, can this collection be submitted electronically? © Yes © No

Electronic Capability:

| =l
URL:
[Sove
[
/&) Done I_ I_ I_ I_ I_ |4 Internet 4

Figure 8.3: Add/Edit IC Instrument pop up

To upload an instrument, select the ‘Browse’ butt®OCIS will allow you to navigate
your desktop PC to locate the document. Once wwe located the correct document,
click on the document name, and the correct inftionawill be moved to the Instrument
Filename box. Click the ‘Upload’ button and thie fivill be uploaded. The name of the
document will then appear next to the label ‘Ingtemt Filename’. ROCIS will also
calculate and fill in the Form File Size.

Select a Document Type, fill in a form number arfdran name.
Just as it is possible to list multiple CFR citagdor an IC, it is possible that an IC will

have multiple information collection instrument€4), such as an electronic and a paper
version of the same collection, or versions in nbes one language.
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CFR Citation:

Croe | T pporaton |

CFR Remove

Available LRt Electionic
0. orm Name 1 TR S ed A
hiie = w Herlionicon et ically? Eanany
actronically?

User Guide
3]

Farm Form 1234 Exathbis TestFilel.doc fes Yes Fillahle Fileahle
Add Instiument
Federal Enterprise Architecture Business Reference Module
Line of Business: ’ Subfunction:
b V.
Privacy Act System of Records : FR Citation:
Title: FR
Number of Respondents: |0 Number of Respondents for Small Entity: |0
Affected Public: | i

Percentage of Respondents Reporting Electronically: (%) |0

Annual IC Burden: (Select appropriate IC Burden Wotkshest)
This ICE Requests Change in Met Eurden

Figure 8.4: Edit IC screen (continued)

Federal Enterprise Architecture Business Referdmgel Line of Business and
Subfunction: The “line of business” refers to federal government’s lines of business
in services to citizens and management of govertahegsources affecting citizens as
defined by the Federal Enterprise Architecture Bess Reference Model.

The Business Reference Model is a function-drivaméwork for describing the
business operations of the federal government enldgnt of the agencies that perform
them. The Business Reference Model lines of bgsipeovide a way to identify
“government-wide common solutions for improved g&\to citizens.”

If an IT investment/system is related to the infation collection, the line of business
should be that which is used by the agency tofyuite IT investment in its Exhibit 300.
If there is no system, please use the definitidribeline of business that most
accurately reflects the “business” of the collettio

Because lines of business functionally cross omgdiuins, assignment of lines of
business to ICs will also enable identificatiorpofential opportunities for merged and/or
common forms and reduced burden.

Privacy Act System of Records and FR Citation: eEiftapplicable.

Number of Respondents: This is the basis for ddaunumber that is calculated by
ROCIS on the Burden Worksheet.

Number of Respondents for Small Entity: Indicdte number of small entity
respondents upon which the information collectiol lmave a significant impact. A
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small entity may be (1) a small business whicheisrded to be one that is independently
owned and operated and that is not dominant ifreii of operation; (2) a small
organization that is any not-for-profit enterpribat is independently owned and
operated and is not dominant in its field; or (3naall government jurisdiction which is a
government of a city, county, town, township, sdhaistrict, or special district with a
population of less than 50,000.

Affected Public: Select one from the following ates: federal government; households
and individuals; the private sector; and statelandl governments. You may select one
of the choices per IC. If you select private segtou will be presented another set of
choices to select from; i.e., private sector, faramsl not-for-profit institutions. You may
select more than one of these. No IC may have thareone affected public value. If
there is more than one affected public, a sep#tatéll be required for each of the four
primary values listed above.

Percentage of Respondents Reporting Electronicalipter the estimated percentage of
responses that will be submitted/collected eleataily using electronic means, such as
electronic mail, (mailed) diskette, or web-baseshsaction._Facsimile is not considered
an electronic submission.

Number of Respondents: ‘.I.E.DD. Number of Respondents for Small Entity: [o
Affected Public: | v

Percentage of Respondents Reporting Electronically: (%) D

—

his ICR Requests Mo Change in Net Burden

Siden: (Selact appropnals Teeekgden Worksheet)
is ICR Requests Change in MNet Burde

Program Change Due to

Reauests
s New Statute

Annual Mumber of

Responses for this 1C <hl . R : ‘ i
Annual IC Time Burden 100 1] 100 1] 0 0
{Hours)

Annual |G Cost Burden 0 0 i} i} 0 o

(Dollars)

Documents for 1IC

Date Upioaded | Uploaded By
Upload Supplementary || Add Non-Electronic

ICH Dota Check IC Conpleteness

Figure 8.5: Edit IC screen (continued)

Annual IC Burden (Select appropriate IC Burden Vgbdet): Burden is calculated and
accounted for at the IC level. Therefore, new bardnd increases and/or decreases to
existing burden are requested on the Edit IC scaeeinmore specifically, through one of
two Burden Worksheet pop-up screens circled above.
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How to Calculate and Record Burden at the IC level If There Is No
Change in Burden for the Revision/Extension

ROCIS will populate Revisions/Extensions from theeintory of burden hours currently
approved by OMB. For requests for new OMB contrinbers or reinstatements, the
current inventory is zero (0).

NOTE: No numbers may be changed on this screerch@inge any numbers reflected
here, use the IC Burden Worksheet.

If there is no change in burden for the revisiomxtension, choose “This ICR Requests
No Change in Net Burden” link to review the burdem its apportionment among the
three categories provided, and to enter the frecyuef reporting when necessary.

3 http:/ /training.rocis.go¥ - IC Burden Worksheet - Microsoft Internet Explorer provided by Geners - |EI|1|

IC Burden Worksheet (Short Form)

| v

Annual Number of Responses: 3287

Type of Collection: Fre cy of Reporting:

nnnualTimeBurden(Hours) ; '“" urde Biennially [ Daily

Reporting | ~186.00 | [ Decade ™ Hourly
Recard Keeping I Zige.0 | 0 I Manthly " On occasion

[ Once " Quarterl
T Peryaloenre I 2 I [ Semi-annually [~ Weeklyy
Total 4372 0

ually

Annual IC Burdens:

Program Change | Program Change | Change Due to E;‘:';?:,R;: Previoushy
Requested Due to New Dueto Agency | Adjustmentin |, e con o | anproved
Statute Discretion Agency Estimate | © o
i} 0

Annual Mumber of
Responses for this IC 3287 o 0 3287

Annual IS Time Burden
(Hours)

Annual IC Cost Burden
(Dollars)

4372 0 0 0 0 4372

0 0 0 0 0 0

Save Close Window (-

al

€] pore LT e mternet

Figure 8.6: 1C Burden Worksheet

Frequency of Reporting: Multiple choices are ataiele; this choice does not affect
calculations.

Select "Reporting” for information collections thiavolve reporting and select
the frequency of reporting that is requested ouireg of a respondent. If the reporting is
on "an event" basis, select "On occasion."

Select "Recordkeeping” if the IC explicitly incligla recordkeeping requirement.

Select "Third party disclosure" if an IC includésd-party disclosure
requirements as defined by 1320.3(c).
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NOTE: When creating new collections from scratghy must select and use “This ICR
Requests Change in Net Burden.”

To request new burden or to change buydetect (by clicking on the link for) “This ICR
Requests a Change in Burden” worksheet. ROCISpwpulate the worksheet with the
Number of Respondents entered on the Edit IC screen

Enter the Number of Responses per Respondent &ud gee_per Time Period from the
drop down of frequency options. ROCIS will cald¢al&nnual Frequency and Annual
Number of Responses based on your choice.

L ROCIS HOW T0 Gride for OIRA Users of ICR Module[1] - Microsoft Word SEIES]
© Fle Edit WVew Insert Format Tools Tazble Window Help Type a question for help  + X
PE ervices Adm =3l x|
IC Burden Worksheet —
{ Final sh
Number of Respond 100
] = T
Number of Resp per Respond per Time Period:
) 0 &l
- Annual Frequency: 0 Annual Number of Responses: 0
i Type of Collection and Burden
. Burden per Response:
3 Cost Per
1 T T
£ Reporting I 0.0 | j 1} I 0.00
Record
- Resping | 0o | =l o 0.00
Third Party =
Disclusurel o | J 2 | 00
N Total 0 0.00 o
: Annual Burden:
: | |annual Time Burden (Hours)|__Annual Cost Burden (Dollars) _|
. Reporting I 0 0
; Record Keeping I 0 0
i Third Party Disclosure I 0 1]
i Total 0 0
i
: Anniial Daenonene_and Bordan sastth_ Chanmnss LI T
" |&7 Dore T T T [ mtemet 7 o
. ¥
= a[g= @4 *
Page 23 Sec 1 23f32 At 557 Ln3 Col 1 REC WX =T O EF
dsart] | CIER @™ & 5] = 2] [B] > | ®jrocs How TO Guide fo...l & http://192.136.12.20... « 0 62w 10:09PM

Figure 8.7: I1C Burden Worksheet (continued)

Enter_Time per Response in seconds, minutes, asl{dtop down choices) per
Reporting, Record Keeping, and/or Third Party Risake and ROCIS will calculate the
hours and Annual Time Burden for each categorysamdmarize the total in the Annual
Responses and Burden with Changes summary table.
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Select "Reporting” for information collections thavolve reporting and select the
frequency of reporting that is requested or requofa respondent. If the reporting is on
"an event" basis, select "On occasion.”

Select "Recordkeeping” if the collection of infortea explicitly includes a
recordkeeping requirement.
Select "Third party disclosure" if a collectioninformation includes third-party
disclosure requirements as defined by 1320.3(c).

If any of the burden time is allocated to the ‘réjpg category’, a ‘frequency of

reporting’ schedule will pop up next to the ‘Burdeer Response’ box. Choose as many
as apply. Multiple choices are acceptable. Feaqy of Reporting selections do not
affect burden calculations.

Notes regarding hour burden: Unless directed teaj@gencies should not conduct
special surveys to obtain information on which aséhour burden estimates.
Consultation with a sample (fewer than 10) of pb&mespondents is desirable.
Generally, estimates should not include burden$itarrcustomary and usual business
practices.

Also, if appropriate, enter the estimated CostResponse and ROCIS will calculate the
Annual Cost Burden for each category and summénzéotal in the Annual Responses
and Burden with Changes summary table.

Note: On this worksheet, do not report as a daket any burden reported in hours|,
The supporting statement asks for this informatirn,it should not be reported her

®

Cost Burden includes:

a. the annualized dollar cost for capital investhzerstart-up costs in preparation for
collecting information, such as purchasing commugerd software; monitoring,
sampling, drilling and testing equipment; and redcstorage facilities.
b. recurring annual dollar amount of cost for abpondents associated with operating
or maintaining systems or purchasing services.
c. total annual reporting and recordkeeping costidiu The estimates should take
into account costs associated with generating, tasaing, and disclosing or
providing the information.
Generally, Cost Burden should not include investments or purchases made:

a. to achieve regulatory compliance with requirements not associated with the
information collection;

b. for reasons other than to provide information or keep records for the
government; or

c. as part of customary and usual business or private practices.

In developing cost burden estimates, agencies masuit with a small sample of
respondents (fewer than 10), utilize the 60-day@KkB submission public comment
process and use existing economic or regulatoraananalysis associated with the
rulemaking containing the information collectios,appropriate.
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ROCIS will place the change between the currergnitory and the request in the
“Program Change Due to Agency Discretion” or ‘Chauijie to Violation of the PRA’
columns to identify the reasons for the changee S@mple
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Annual Responses and Burden with Changes:
Program Change

S oA EHane B ) :
Program Change Due to Agency Potential Violation

Due to New Statute

Previously

Requested Approved

of the PRA

Annual Mumber of
Responses forthis IC ||

Annual 1S Time
Burden {Hour)

Annual IC Cost Burden
(Dallars)

Figure 8.8: IC Burden Worksheet (continued)

You may adjust a number in the diagram above thadppears around the number. To
change a number, move the tab to the box wherevemt the new number to appear, and
enter the new value. The “Program Change Due &ndyg Discretion” column will be
automatically updated by ROCIS. The “Change Duéitdation of the PRA’ column
cannot be changed, since the number is a resaltehstatement due to expiration or a
request for approval for collections not in adheeewith the PRA,

Program Change due to New Statute."Program change" is the result of deliberate
Federal government action. All new collections ang subsequent revision of existing
collections (e.g., the addition or deletion of diess) are recorded as program changes.
When ‘Program Change due to New Statute’ is sedemt¢he IC level, you will be
prompted to provide the statute citation on the KCReen.

Change Due to Adjustment in Agency Estimate"Adjustment” is a change that is not
the result of a deliberate Federal government actfohanges resulting from new
estimates or action not controllable by the Fedgoakernment are recorded as
adjustments.

Program | Program Change
Change Due to

Requested Due to |Adjustment]| Violation Previously Approved
Agency | in Agency
Statute |Discretion| Estimate

Annual
Number of 3,792 0 0 0 3,792 0
Responses

Annual Time
Burden (Hr)

Annual Cost
Burden ($)

948 0 0 0 948 0

Figure 8.9: IC Burden Worksheet (continued)

Frequency of Reporting: Multiple choices are ataiele; this choice does not affect
burden calculations.
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8] 05 - IC Burden Werksheet - Microsoft Internet Exp... \j\;iu . zg
e
IC Burden Worksheet ~
€k
Number of Respendents: 20
Addrs
Privi Number of Responses per Respandent: 1 per Time Period: Year
Title
Annual Frequency: 1.0 Annual Number of Responses: 20
Num
Type of Collection and Burden
Affe. Frequency of Reporting: = |
Burden per Response: Bienrially Daily :
=
Per: |Reporting | == 0.00 Decade Hourly
n Record Keeping 12 Hours 0.00 Monthly On occasion
nn)
Tnird Party Once Quarter!
| Vief Disclasure D Haws . o 4
B To ) 2 Sembicaly; L Wookly Tl r——
Annually 4
Ann 0 0
Ic Annual Burden: <
A _ Annual Cost Burden (Dollars) | L 0 a
Ann |Reporting L bl 0 0
Record Keeping | 0
IDoc [Third Party Disclosure | 0.00 0
|Total [ 430 0| Uploaded By
= =
Bla Annual Responses and Burden with Changes:
Program Change | Program Change | Change Due to | Change Due to
Requested Due to New DuetoAgency | Adjustmentin | Violation of the | Previously Approved
Statute Discretion _|Agency Estimatel PRA | B
Login: | €] Done @ Internat
=
<&] javascript:popUpWindow() @ Internet
ﬂﬁﬁﬁi @e 8 dEduWd 7| O3Migos.. v| =E\ | MROCISHO... | & ViewIC- ... A2 CEe @@ 12:50 PM

Figure 8.10: IC Burden Worksheet (continued)

i)

t Internet Exp... | |0 X)| =53l

Type a question for help « x

Reporing | 12 Hours 12.00 0.00 Decade Hourly £
Record Keeping | 12 Hours 12.00 0.00 Manthly On occasion - | -ia Read %
[

B?Q'SUTUTQ ‘ 0 Hours 0.00 000 Once Quarterly

Total | 200 000 Semi-annually | Weekly

Annually

Annual Burden:

Annual Time Burden (Hours) | Annual Cost Burden (Dollars) |

Reporing | 240.00 0| 1=

Record Keeping 24000 0| |=101 ] B
| Third Party Disclosure 000 0 [ = I
|Total | 480 0

lannutumberor | | [

Respanses for this 20| 0

IC

Annual IC Time

|

Burden (Hour) %80 | 8 ‘ 480 | ¢ o ?
|Annual IC Cost ol 0

Burden (Dollars) | | ‘

]

Annual Responses and Burden with Changes:
Program Change | Program Change | Change Due to | Change Due fo
Requested Due to New DuetoAgency | Adjustmentin | Violationofthe | Previously Approved
Statute Discretion Agency Estimate PRA
0 0 0 0

= &] Done ® Internet >
: ST T r y
v [ o N\ N O H AL QRO Z- A==
Page 28 Sec 1 28/46 At 1" Ln 1 Col 2 T ¢ Ox
ﬂﬁfzﬁi S e B2 = iel Wl o] 7 (013 Mices... v| = E\ | #ROCIS HOL... | ElView IC- ... AR Odo@S 12:51 PM

Figure 8.11: IC Burden Worksheet (continued)

When you are satisfied with the data on the burderksheet, select the ‘Save’ button.
After the data has been saved, close the window.
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You will be returned to the ‘Edit IC’ screen. Yauay now save the IC.

If you have additional ICs, repeat this processefich one. When you are done, return to
the ‘ICR’ Data page to finish adding ICR data.

Annual Mumber of
Responses

Annual Time Burden
(Hr}

Annual Cost Burden
(8)

a 0 0
Citations fg atutory Requirements: (Reguired if W}jmgram Change Due fo New Statute.)
L = Remove

Add Another Stalutory Reguirement

" Burden increases because of Program Change due to Agency Discretion

¥ Burden decreases because of Program Change due to Agency Discretion
Burden Reduction Due to:

'a Edit ICR - Microsoft Internet Explorer provided by General Services Administration = l = 1!
File Edit View Favorites Tools Help ‘ i
— ] = i \

= 5 \ ) A - wl - g

O~ O 1 @ B Pwa e @3 L - B B
Adcress [&] htp: [/192. 136, 12. 204jrous/do/ICRData menu=currentICRPackage =l Go |Links =
Y_’ L é—l j Search Web Iv = @iv ‘ I Mail = @My Yahoo! Answers - éGames - .‘_é}FI.FAWorId cup + 0 Music ~ o Personals - et

vue [0 New vue o AreT T AgjuUSTImentin VIOIanon or me Curréhl Inventory), :!

Statute Di~ _retion Agecy Estimate

25200 a a o a 25200

4200 o -3360 o o 7560

0 0 0

Short Statement: (Explain the reasons for any program changes or adjustments reported; that is, provide a shert statement of how the reduction in burden was
achieved or why the increase in burden oecurred. (If you need more space, please provide a shor siatement less than 4000 characters here and elaborate in the
Supporting Statement.))

-

=
_— \
Add/Edit Supporting Statement and Other Documents
Check Spelling IC List Agency Review Save Check For Completeness Submit | Delete | Cancel ;I
[€10ome TT T T [ [ mene
dostart] | [GFEE 0 ™ @ (2] = 2] [B] » ||&] edit 1R - Microsoft In.. 1] ROCIS HOW TO Guide fo... « B2 A w0:32PM

Figure 8.12: IC Burden Worksheet (continued)

Burden Results of the IC page(s) are displayeden@R page. If changes in burden
have occurred because the ICR is new or due taisior with change, you will be
prompted to answer questions related to the chanfes information will be used to
draft the Information Collection Budget Report torfgress.

» Citations for New Statutory Requirements are regfliif summary change in
burden is a Program Change Due to New Statute.

* When the summary indicates changes attributeddagrBm Change Due to
Agency Discretion, select the Information CollentiBudget chapter headings to
which the increase or decrease is attributed ftoerdtop down list offered.

* When there is a change in burden of any kind in@se the system will prompt
you to provide a short explanation. This is thification that was previously
provided in the supporting statement. If you neexate than 4000 characters to
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elaborate, please offer a concise explanationarsfiace provided and write a
longer version in the supporting statement.
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9. HOW TO Use Navigation and Function Buttons

The buttons at the bottom of the some screenssae to guide your actions. Some are
for navigation purposes, some invoke special festuand some direct system actions.

Navigation Buttons

These buttons direct the system to move you fromre/ljou are to another section of the
ICR process. They includ€R Data andIC List.

Other buttons allow you to perform specific task$iese includeCheck Spelling, Save,
Delete, Cancel, Submit, RemovandPrint to PDF.

Pop-up screens are used in ROCIS to enable yoontiplete information while staying
on a page,; for instance, completing the instrurpage as a pop up while on the Edit I(
page. Your access to Internet may block pop adsyau will need to, at least
temporarily, allow pop ups to complete the inpuainfICR package. Also, only one pop
up for a specific operation is allowed at a tinepe sure to close the pop up window
before trying to do another operation of the saype.t

)

A pair of function buttons control the editability the ICR. If an Authorized Paperwork
Contact (APC) clicks the Lock button, no user mdy er submit the ICR until the
Unlock button has been clicked.

There are two special function buttons. You wilbdfa ‘Check for Completenes’s

button at both the IC and ICR level. These allau yo check that you have entered all
of the data required for either the IC (when ugeti@|C level) or the ICR (if used at the
ICR level. This will allow you to insure that natd is missing from what is required
before the request can be submitted. It is aremely easy way to check your work,
particularly if someone else will actually be subimg the request.

The second special button is thgency Review Buttonwhich allows you to
communicate information about the request to otlmetise agency Use this short note
space to record the status of the ICR or to writba@t request of another user in the
Agency ICR Review chain. Your user id and daté apbear in the Agency Created
Request List “Last Reviewed By” column but will fm¢ viewable to OIRA.
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Agency Review

Reviewed By: Jeremy Miller
Reviewed Date: 03092012
Brief Note: User Guide Example Note

(100 charactars maximuarm)

m Cloze Window |

Figure 9.1: Agency Review Pop Up Screen
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10. HOW TO Electronically Attach (Upload) ICR Documents

To upload (electronically attach) the Supportingt&tinents A and B, draft rules, draft FR
notices, Justification for Nonmaterial/Nonsubstamtthanges (formerly 83C), and to
document public comments, use the Manage ICR Donots1sereen.

While in Edit ICR, select ICR Documents in the ddgwn at the Current ICR Package
at the ICR Package tab in the Home Row of Tab
ROCIS PRA (UAT)

AgendaRegs EGEEE DR Help Logout
Inbox Request R Package RCF Package History Search Report Admin
Previous ICR Packag ICR Package-=8yrrent |CR Packade-=ICR Data

Lg kage
Display additional information bff cl dref
Abstract Leqal Statutes IR T ¥ IC List Burden
Edit Irfor mation Collection (1] List ket — Sl narts

Current ICR Package ICR Data

Edit ICR JCLEL
Agency: 1103 DOJADM OMB Contro{Number: Con

ICR Certification '

Agency ICR Tracking Number: ICR Reference
201203-1103-003

Previous ICR Reference ber:

Title:
|User Guide Example

Type of Information Collection (check one):
| Mewr collection (Requestfor a new OB Control Mumber) »

Type of Review Requested {check one):
%

Requested Expiration Date (check one):
i =

Does this ICR contain surveys, ci or employ statistical methods? O Yes @ No

Does the Supporting Statement serve as a Joint ICR and Privacy Impact A t per OWB Memorandum 03-22, Section ILD.2 O Yes @ Mo

Figure 10.1: Edit ICR Screen with Link to ICR Documents Screen

You will arrive at the Manage ICR Documents screen:
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ROCIS PRA (UAT)

AgendaReqgs DR Help Logout
Inbox Request ICR Package RCF Package History Search Report Admin |
2 Package-=Current ICE Package-=ICR Documents
OMB Control No.: ICR Ref No.: 201203-1103-0 e ICR Status:
Agency/Sub-Agency: DONDOJADM  Agency Tracking No.:
Request Status: Created Last Event: Created Concluded ackag emy Last Event Date: 03/09/2012
ICR Data
Manage ICR Documents IC List
[Supporting Statement A
ICR Certification

[erovee. |
Upload Document

[Supporting Statement B
Remove] T o Date Uploaded

oaded Uploaded By
| Browse

Upload Document

[Supplementary Documents

Document Type | Date Uploded Uploaiit By
Upload Supplementary Add Hon-Electronic

Public Comments

Comment Document Author Affiliation EHOUEAHOD Category §aten Date Comment

Org.

Upload Public Comment

Received

Figure 10.2: Manage ICR Documents Screen

You can also reach the Manage ICR Documents stxgenving and selecting the
hotlink Add/Edit Supporting Statement and Other Duents on the Edit ICR page.

Citations for New St 1y Requir ts:  (Required if any change in burden is a Program Change Due to New Statute)

g
Add Another Statutory Requirement

At least one IC has a burden increase because of Program Change due to Agency Discretion

Burden Increase Due to:
v

At least one IC has a burden decrease hecause of Pregram Change due to Agency Discretion

Short Statement:  (Explain the reasons for any program changes or adiustments reported: that is, provide a short statement of how the reduction in burden was schisved or
why tfie increase in burden occurred. (If you need more space, please provide @ short statement jess than 4000 characters here and elaborate in the Supporting Statement.))

<A(I(I-‘E(Iil Supporting Statement and Other Documents

Lheck apeiing || IC List Check For Completeness Print To Pdf

Figure 10.3: Edit ICR Screen with Link to ICR Documents Screen

Use the Current ICR Package drop down list at @t Package tab at the Home Row of
Tabs to return to the ICR Data page when finisi@dading your package documents.

Very important: These documents are subject to viging by the public while the
ICR is pending OIRA review and upon OIRA conclusionof review at Reginfo.gov.
Please ensure pristine documents—without tracked emges and edits. Itis
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important to use the Remove Hidden Data feature iMicrosoft Word. Find it in the
File tab-- illustrated below. Uploading as pdf doaments is another way to ensure
against displaying modifications.

2 ROCIS HOW 10, Guide for OIRA Users of ICR Module 73 2006.doc - Microsoft Word J@@]
{ File | Edit View Insert Format Tools Table Window Help Type a question for help ~ x
B n < 3 = - == A = ~
= g:n arl+0 QB BT 9-S -8 2OREHA T 50 @) | [HRead &)
e wm-n B I UEESSiE-SEEER-Y-AVE
| Save Crl+S I -
Save As_ ‘f):e}'f}'(‘}'h-]ay'u}‘gﬂ
Save as Web Page... &t Word Fleld~ | ’ ‘ 3 B
Remove Hidden Data... N o ‘ — | ‘: “‘| ‘ =] —
ile Search... / B

Permission

Versions...

Web Page Preview

Page Setup...

Print Preview

Print... Ctrl+P

Send 1o " the Current ICR Package drop down list at the ICR Package tab at the Home Row of

Eidhbil e to return to the ICR Data page when you have finished uploading your package -
Exit
ments.
Very important: These documents are subject to viewing by the public while the ICR is
pending OIRA review and upon OIRA conclusion of review. Please ensure pristeen v
documents—without tracked changes and edits. | B
@
= = o [ il M | B
| Page 32 Sec 1 32/46 At 2.1" Ln7 Col 47 A (55 3
EiSEa) @©®ZETH 0 7 Sinbox-Miao... [ +2Reminders  [EEToe o 74| I@oEE 10:05AM

Figure 10.4: Remove Hidden Data Functionality ifMicrosoft Word

Every new ICR request requires a Supporting Statere To upload this document,
click the ‘Browse’ button, under the appropriatadieag. ROCIS will then allow you to
browse your computer files to find the right docuneOnce you have found it, simply
click on it and the file name will appear in thendow. Next, click the ‘Open’ button,
and the path to the document will appear in the FBO@ndow. Finally, click the
‘Upload Document’ button, and ROCIS will attach fiie electronically to your

submission. The file name will be displayed ak linder ‘Supporting Statement A'.
(See screen shots below).
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" ROCIS - Manage ICR Documents - Micrasoft Internet Explorer provided by

Look in: I@WUrd Docs ;I = =F B

W agency 2.2 ROCTS Guide e 50RN
B Agency ROCIS Guide e 50RN
B AGENDA AGENCY ASSIGHMENTS 1008 OMBB3LY

AgendaReqgs

%appe”d"‘—'[lj Iﬂ%nmhﬁa'm: lsheet  ICR Package History search Report
i | cIwe sept 08 W lPRa Clas: PR e &
> >
IE ) Crve Feb 0 g ICR Package-=Current ICR Package-=ICR Documents
] Davids. Presentation 8 pequlator ation Date: ICR Status:
Br1sc Eme frple for training manual
‘ |B]EO Reg Review Timeline draft 2 [Erocisz. bt User: Bushi, Nancy Last Event Date: 10/27/2008:
My @ e-QIP_Investigation_Request_ 4443557 _Archival Copw[1] @ROCIS PR
b 5 Help Desk blurb Wrocs pr
___.]HE|D Desk Procedures i@JROCIS FF me“ts
i W1 1CE explanation Brocts pr
P I 1CE Explanation Long Yer Bpocs s Date Uploaded Uploaded By
: )| ocated at 1300 F Strest W pocrs s
-

File ame: |Ditections to G = Oeen |
Files of type: Al Files %] hd Cancel
I J _I,é Date Uploaded Uploaded By

Browse... |
Upload Document

Supplementary Documents

Romovel e T iocument | Document lwe |bate Upiaded | Uplaaded by
Upload Supplementary Add Non-Electionic

Public Commenis

’ Date
Remaove Author Hame Comment Document Author Affiliation SHO Tvpe Category Date by Comment
Org. Comment 5
Recenved
[

|§ Done = ,7’7’7’7,7 # Internet
dostart| | G ER BT e W (=] 4] 2] [B] [F] | @ welcome - Lotus No... |@ ROCIS - Manage L.. & ] Uniceniter Service D, | 1 ROCIS_HOW_TO G, | « [ 240Pm

Figure 10.5: Choose File Pop Up from Manage ICRocuments Screen
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ROCIS PRA (UAT) 9 DR Help
Inbox Request ICR Package RCF Package History Search Report Admin |
ICR Package-=Current ICR Package-=ICR Documents
OMB Control No.: ICR Ref No.: 201203-1103-003 ICR Expiration Date: ICR Status:
Agency/Sub-Agency: DONDOJADM  Agency Tracking No.: Title: User Guide Example
Request Status: Created Last Event: Created Last Event User: Miller, Jererny Last Event Date: 03/09/2012

Manage ICR Documents
[Supporting Statement A

CiDocurnents and Semngsueremymlller’\My;
[Supporting Statement B

Remove] _________________Docwmemt | DateUpladed Uploaded By

Erowse

Upload Document

[Supplementary Documents

Public Comments

Rel

Author Name Comment Document Author Affiliation

Upload Public Comment
ICR Data

Figure 10.6: Mange ICR Documents Screen with Smdted File Path

ROCIS PRA (UAT) L e Hel
Inbox Request ICR Package RCF Package History Search Report Admin |
ICR Package-=Current ICE Package-=ICR Documents
OMB Control No.; ICR Ref No.: 201203-1103-003 ICR Expiration Date: ICR Status:
Agency/Sub-Agency: DONDOJADM  Agency Tracking No.: Title: User Guide Example
Request Status: Created Last Event: Load Document Last Event User: Miller, Jeremy Last Event Date: 03/09/2012

Manage ICR Documents
[Supporting Statement A
Removel ______________________________Docment | DateUpladed
O TestFilel doc 03/09/2012  Miller, Jeramy

| Browse

Upload Document

[Supporting Statement B
Removel __________________________Documem _____________________________|DateUploaded Uploaded By

| Browse.

Upload Document

[Supplementary Documents

Remove] e e
Upload 5upplementary Add Hon-Electronic

Public Comments

Comment Document Author Affiliation

Upload Fublic Comment
ICR Data

Rel

Figure 10.7: Mange ICR Documents screen with Spprting Statement A
Uploaded

There is also now a box under the ‘Remove’ colur8hould you want to delete this
document, check the box by clicking on it, and th@nenter’ on your keypad.

49 March 19, 2012



ROCIS HOW TO Guide for Agency Users of the (ICR)dvte
Regulatory Information Service Center (RISC)

Each ICR is allowed onlgne Supporting Statement A. If you follow the stepswe
again, you will not be adding a second Supportitageent A, you will be overwriting
the one that is there. The system will give yaoafirmation message before
overwriting the document.

If, on the Edit ICR page, the box favdes this ICR contain surveys, censuses, or employ
statistical methods? was checked ‘Yes’, a Supporting Statement B isiredu Follow the
steps above to upload Supporting Statement B. mgiaére is only one Supporting
Statement B allowed with each ICR, so any attempiload a second one will result in
overwriting the first.

Additional documents that are germane to the Ol®Aew may be uploaded as
supplementary documents. To upload such documgrtsse the ‘Upload
Supplementary’ button. A title, document type a@odument date will need to be
provided.

A dropdown list is available for ‘document typaVhen selecting a value for this data
item, only choose ‘Supplementary Document’ if tioewiment to be uploadedNOT a
Proposed Rule Document, nor a Final Rule Docunmemta Draft Federal Register
Notice nor a Justification for a No Material/Non SubstaatChange.

=18 =i
=l 42| % Live Search £l
= f3]
'?i:" N & | http:jitraining.rocis.gov/rocisidofUploadElectronic ;J‘ fﬁ " D . I’.,".‘T + [ihpane = (G T
= ICR Status: =]
Upload supplementaw Document ollection for reliability area
Last Event Date: 02/24/2009
Title: [
Suppt
| DocumentType: || | __|Date Upioaded| ____Uploaded By |
Supplementary Document 1
Document Date:  |Proposed Rule Document
Final Rule Document
Draft Federal Register Notice
Supp¢| Date Uploaded: Justification for No Material/Nonsubstantive Change
|~ [batc Upioadea] —Upicadedy |
I Uploaded By:
Document File:
Suppl I Browse
Reml
[ Goiow Documers |
Publit
Date
d - < Category cgz:ﬁgm Comment
|Dune l_l_l_l_f_ﬁ|9 Internet \""'\IUU% - % Received
Login: nbushi  Qn Behalf Of nbushia

|pane ,_,_’_ ’_,_ﬁlg Internst
&l Startl | # ROCIS - Manage ICR Do... | & ROCIS - Upload Suppl... ROCIS_HOW_TO_Guide. .
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Figure 10.8: Upload Supplementary Document Pop fJfrom Manage ICR
Documents Screen

Supplementary documents are never overwritteyoufwish to delete a supplementary

document, check the ‘remove’ box to the left of doeument title, and then click the
‘remove’ button.

ROCIS PRA (UAT)

AgendaReqgs IS DR Help Logout

Inbox Request ICR Package RCF Package History Search Report Admin |
ICR Package-=Current ICR Package-=ICR Documents
OMB Control No.: ICR Ref No.: 201203-1103-003 ICR Expiration Date: ICR Status:
Agency/Sub-Agency: DONDOJADM  Agency Tracking No.: Title: User Guide Example
Request Status: Created Last Event: Load Document Last Event User: Miller, Jerarny Last Event Date: 03092012

Manage ICR Documents
Supporting Statement A
Remove

Date Uploaded Uploaded By

O TestFilel doc 03/08/2012 iller, Jerermy

Upload Document

Document

Date Uploaded Uploailed By

| Browse..

Upload Document

Document Type Date Uploaded Uploaded By
TestFilel doc Supplementary Document 03/092012 Miller, Jerermy
gst File? doc

User Guide Example 1

User Guide Example 2 Proposed Rule Document 03/092012 Miller, Jerermy

Add Non-Electronic

Upload Supplementary

Public Comments

- S Sponsori ~ ate o
Author Name Comment. e, Author Affiliation ")"':.;‘r’;r"'g Co

Figure 10.9: Manage ICR Documents Screen with Qjons to Remove
Supplementary Documents

The final portion of the ‘Manage ICR Documents’esem allows the agency to upload
public comments that it has received. Choosellptoad Public Comment’ button

After the correct document has been uploaded, asecesen will pop up, requesting
additional information about the comment.
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Edit Public Comments

Date of Commentymm/dd/yyyy) Date Comment Received:(mm/dd/yyyy)
Category: Comment Type:

Simple @ Multiple © : v

Author’s First Name: Author’s Last Name:

Sponsoering Organization:

Comment Document: Test File1 doc

| (Erzwes ]

[ Save | Close Window

Figure 10.10: Edit Public Comments Pop Up from Mnage ICR Documents
Screen

If many comments were received, it may be appréopt@provide a document with a
summary of the comments and how they were addredsetlltiple comments such
preprinted postcards were received, it would beaate to provide a sample and select
the radio button for ‘Multiple’.
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11. HOW TO Submit an ICR

The Certification Requirement for Paperwork Reducthct Submissions

5 CFR 1320.9 reads "As part of the agency subrmmdsi®MB of a proposed collection
of information, the agency (through the head ofafency, the Senior Official, or their
designee) shall certify (and provide a record suppsuch certification) that the
proposed collection of information....

After saving, checking for completeness and coimgany deficiencies, preparers may
select and complete the ICR Certification Pagéatiome Row, ICR Package, Current,
ICR Certification. Submitters will reach the ICR@fication page when they click on
Submit at the bottom of the Edit ICR screen.

The Certifying Official or Designee certifies ththe collection of information
encompassed by the request complies with 5 CFR.2380checkmarking each of the
provision statements. Provisions of this certifmathat the agency cannot comply with
or that do not apply should be identified by legvimchecked and fully explaining in the
Supporting Statement A. NOTE: The Office that "eleps" and "uses" the information
to be collected is the office that "conducts orrgms” the collection of information.
(See 5 CFR1320.3(d)).
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/3 Certification for Paperwork Reduction Act Submissions - Microsoft Internet Explorer provided by General Se =18 =]
File Edit View Favorites Tools Help | "f
Q== - ) - [x] 2] @) ‘ ) search % Faoites (£2) | = ,; wl - 3
Address [{E] http:/[192. 136.12. 204/rocis/dofICRCertfica tionZmenu=agencySubmittedICRPackage =] B e |Lmks ¥
Y_’ - é-l jlsaardﬂ ‘Web |-I%- @v | E=Imal ~ @My ‘fahoo! @Aﬂswers - &Gameslvl.‘g‘l‘FLFAWorld cup ~ ThMusic - 4 Personals - 23
=
On behalf of this Federal agency. | certify that the collection of information encompassed by this request complies with 5 CFR 1320 9 and the related
provisions of 5 CFR 1320.8(b)(3).
The following is a summary of the topics, regarding the proposed collection of information, that the certification covers:
= (a) It is necessary for the proper perfformance of agency functions;
| (b} It avoids unnecessary duplication,
= (c) It reduces burden on small entities;
| (d} It uses plain. coherent. and unambiguous language that is understandable to respondents:
& (2} Its implementation will be consistent and compatible with current reporting and recordkeeping practices;
=3 u} [t indicates the retention periods for recordkeeping requirements;
| (g} It informs respondents of the information called for under & CFR 1320.8 (b)(3) about:
(i} Why the information is being collected:
{ii) Use of information;
(iii) Burden estimate,
(iv) Nature of response {voluntary, required for a benefit. or mandatory);
{v) Mature and extent of confidentiality; and
(1) Meed to display currently valid OMB control number;
| (h) It was developed by an office that has planned and allocated resources for the efficient and effective management and use of the
information to be collected.
i (i) It uses effective and efficient statistical survey methodology (if applicable); and
| ) [t makes appropriate use of information technology.
If you are unable to certify compliance with any of these provisions, identify the item(s) and explain the reason in the Supporting Statement.
Certification Date: 06/19/2006 i
Certifying Official
APC: Schroff, Laura  202-708-0674 ext 8339  Laura_M_Schroffi@hud gov
On Behalf of: Schlosser, Lisa 202 555-1212 ;I
(&1 Done T e
d;:start' GEo®E e 2 =EE 7| e | 1) Rocis How 70 Guide fo... | [ &] certification for Pape... [cm)8 B a2 o37em

Figure 11.1: Edit Certification for Paperwork Reduction Act Submissions Screen

Once the certification has been reviewed by thbaiged submitter, pressing the submit
button will cause the request to be officially sutbad—an information message to that
effect will appear at the top of the screen.
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12. The Review Process and Amendment Open/Close

When the ICR request is submitted, the ROCIS systaras the agency submission, and
that submission record is never altered. Instéedsystem makes an exact copy of the
submission and provides it to OIRA. While the IGRunder review, OIRA may request
that the agency make changes to the submissioseTdanges will be made to the
OIRA copy of the record. In order for the agenzyrtake changes to the OIRA version
of the submission, an OIRA desk office must openrdtord for amendment. Such an
action on the part of OIRA will show as a changstatus in the submitted box for the
agency. The status will be changed to ‘open foermdment’. Once an ICR request has
this status, the agency can operate on the sulomibgiclicking on either the status or
the ICR reference number in the submitted list, ruadte the changes discussed with
OIRA.

Not every item can be changed when a submissiopdsed for amendment. Items that
can not be changed will appear in gray. ExceptHese items, users can make almost
any change, including adding or modifying inforroatabout ICs, and uploading new
documents.

The ROCIS system alerts the OIRA desk officer waembmission that is open for
amendment has been modified. The desk officertirglh close the submission,
changing the status to ‘closed for amendment’. €dhis is done, the changes made to
the OIRA view of the record will no longer be vigvato the agency. When an agency
user views the submission, the user will be loolahthe original version of the
submission, not the modified copy ‘belonging’ toRAl. That will be true until the

review is concluded by OIRA. Once the review iadaded, the OIRA version of the
record will become the default displayed versiothefreview. However, the agency can
always choose to look at the original submissiogdiyg to the ICR package tab and
choosing the ‘Agency Submitted ICR Package’ tab.

NOTE: The PRA has a provision that allows an ageoaise an already approved
collection while a request for a revision or extendgs under review. Therefore, no
OMB control number in the active inventory will esg@while a new submission is under
review by OIRA. Should an expiration date for sachOMB control number occur, the
previous approval will be automatically extendeddnother month It is not necessary
to submit emergency extension requests when arsi®Riission is being reviewed by
OIRA. Indeed, such a request could not be subdhitimce only one request per OMB
control number can be under review at the same time
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13. The Conclusion Process

When OIRA concludes review of the ICR submissio®@S will display the
submission in the agency Concluded Inbox for 3Gsdayhe agency can review all the
information on the concluded review by clickingthe Conclusion Action in the status
column of the Concluded Inbox display. This waluse the Notice of Action (NOA) to
be generated and displayed as a pdf file.

OIRA can conclude the review with any of a numbeaaiions. These include:
Approved without Change
Approved with Change
Either of the above actions means that the subomsss been approved and is
part of the active inventory.

Another set of conclusion actions indicate thatghlemission was not approved. These
include:

Disapproved

Withdrawn

Not Subject to the PRA

Improperly Submitted

For submissions that are revisions or extensio@maictive collection, the above
decisions may be combined with the phrase ‘andimoat This means that the terms of
the previous approval remain in effect. If ther@svan active collection under the same
OMB control number at the time of the submissiorg the phrase ‘and continue’ is not
used with these action, the prior approval is imiatedy ended, and the OMB control
number is no longer a part of the active inventory.

There are two special actions that OIRA can usigeifsubmission is related to a proposed
rulemaking. The firstis ‘Comment Filed on Propbgule’. This action is not an
approval, and the agency will find OIRA’s commeoittsthe NOA. If there was an
already approved ICR under the same control numbeéiOIRA combines this decision
with ‘and continue, the terms of the previous appteemain in effect. If there was a
previously approved ICR under this OMB number dved‘&dnd continue’ option is not

part of OIRA’s decision, the collection is immedilgtended.

The second of these is “Preapproved”. ICR Subuomssihat are concluded with this
action do not affect the current inventory. Whiea final version of the rule has been
published, an agency can activate this approval~gea no other intervening requests
or actions have occurred on this OMB control numb#ris is done by searching for the
preapproved submission. Once it is displayedatgency will see an ‘activate’ button at
the bottom of the screen. Click the activate bytemd a new screen will appear to
prompt for the federal register citation and dakewthe final rule was published. Enter
this information, and the preapproved ICR submissvdl be activated under the terms
of the preapproval.
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NOTE: If the preapproved submission was based oan OMB control number in
the active inventory, and there are any interveningoncluded requests through
ROCIS on that same OMB control number (emergency @gnsion, discontinuation,
non-substantive change) after the preapproval, thpreapproval will not be able to
be activated.

ROCIS PRA (UAT) AgendaRegs QLN DR Help Logout

Inbox Request ICR Package RCF Package History Search Report Admin
ICR Package-=Concluded ICR Package-=ICR Datz

Display additional information by clicking on the following: [] All [¥] Brisf and OIRA conclusion
O Abstractédustification [ Legal Statutes [ Rulemnaking [ PR Motices/Comments [ 1€ List [ Burden [ Misc. [ Common Form nfo. [ Certification
List

Wisws Supporting Statemert and Other Documents

Migwy Infor mation Collection (1G] Li

View ICR - OIRA Conclusion

OMB Control No; 1505-0233 ICR Reference No; 201103-1505-003
Status: PreApproved Previous ICR Reference No:
Agency/Subagency: TREAS/DO Agency Tracking No:

Title: Designation of Financial Market Utilities
Type of Information Collection: Mew collection (Request for a new OMB Control Mumber)
Type of Review Request: Regular

OIRA Conclusion Action: Preapproved Conclusion Date: 08/19/2011

Retrieve Motice of Action (HMOA) Date Received in DIRA: 07/18/2011

Terms of Clearance:

| _imentoryasorthis action
Expiration Date 0873142014 36 Manths Fram Approved

Responses 500 500 ]
Time Burden (Hours) 500 500 o
Cost Burden {Dollars) o i} ]

g— "
Activate | L, date Print To Pdf

Figure 13.1: View ICR Screen with Option to Actvate a PreApproval

Enter Final Rule Information

Final Rule FR Citation: FR| | citation Date: | |

m Close Window |

Figure 13.2: Enter Final Rule Information Pop Up
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14. HOW TO Request a No material/Nonsubstantive Ginge

A no material/nonsubstantive change is handled@CFS as a new ICR request. The
directions for creating an ICR generally apply, leoer, there is no requirement for
federal register notices and information that isabject to change is grayed out so that it
cannot be modified.

Create a new ICR following the instructions HOW T@eate an ICR and select “No
material/nonsubstantive Change to a currently apgat@ollection” as the type of
information collection at the Edit ICR Screen.

Edit ICR
Agency: 1840 OPE OMB Control Number: 1840-0114
Agency ICR Tracking Number: eterence Number: Previous
200807-1840-015 200602-1840-003

Microsoft Internet Explorer

Title: P 5 Ifyou change the information collection type to Nomaterial or nonsubstantive change to 3 currently approved
!Appl\c on for Grants Under th H‘fJ collection; you will lose the ICR data you entered,

e _| ’
Type of rmation Collectia
INo material nsubstantive change to a currently approved collection ;]
Type of Review Requested {check offer
iReguIar hd
Regquested Expiration Date {check one):
|Three years from approval date _'_I
Does this ICR in surveys, or employ statistical methods? " Yes & No

Deoes the Supporting Statement serve as a Joint ICR and Privacy Impact Assessment per OMB Memorandum 03.22, Section IL.D.?  Yes ¢ Mo

Figure 14.1: Edit ICR Screen with Confirmation Message

Make the proposed changes on the appropriate sc(Edit ICR, Edit IC, Add
Instrument, Burden Worksheet).

Because you will be modifying an existing approyal, will not be uploading a new
Supporting Statement A or B. However, you will dée upload a Justification for No
Material/Nonsubstantive Change in the Supplemddtaluments at the Manage
Documents screen. Select ICR Documents from titye down list of the Current ICR at
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the ICR Package tab at the Home Row of Tabs.

£} ROCIS - Upload Supplementary Document - Mozilla Firefox |:]|E”E

V|| W |G || isa142.1574 | hitps:/j159.142.137.4/rocks/dofUploadElectronic | @

Upload Supplementary Document

Title: | |

Document Type: | v|

| Supplementany Document
Document Date: | Proposed Rule Document

| Final Bule Document
= Bral Fegister Notice
Justificatior for Mo MaterialMNonsubstantive Change

e

Date Uploaded

Uploaded By:

Document File:

| ‘[ Browse..

Upload Document Cloze Window

Figure 14.2: Upload Supplementary Document Pop fJ
There is no template for the Justification; a skatd document is adequate. Follow the

HOW TO submit an ICR directions. The ICR will hgtéd in the inboxes with a request
type of ICR Chg.
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ROCIS PRA (UAT)

PRA N EH

Inbox Request ICR Package RCF Package History Search Report Admin
Inbox-=Submitted Reguest List

Submitted Request List

Filter List  Wiew All
NEXTF LA

Criteria: Status=(Received in OIRA, Open for Armendment, Cloged for Amendrment];

irrent
Status

REG-147144-06 Section
/ 1.367(a)-8 Revisions;
(TD. 9446) Gain

Recognition Agreements

15457050 |201202-1545-007  |03/08/2012 TREAS/RS with Respectto Certain | 0443012014 E‘BHCAE“’E“' in ICR Chg Mo
Transfers of Stock or

\ Securifies by United ——

\ States Persans to

Fareign Corparations.
JCM RCF Training Received in

0607-0971  |201203-1505-004CF |D3M8/2012 TREASIDO b 0343172015 b RGF New Na
Motice Cancerning Received in

1546-0013 |200812-1645-001  |D3MI8/2012 TREASIRS  |GB-0013-001 Fiduciar Refationstip |733172012 e EE No
Reports of Condition and R d

1867-0081 |201202-1567-002  |02¢17/2012 TREASIOCC Income (Interagency Gall [02/28/2015 O‘E’;:"’e L ICR Rev Mo
Reporfy
Manufacturers' gl:ﬂ_lthm Received in

0B07-0008  [201202-0B07-001  |02/16/2012 DOCICENSUS Shipmants, Inventories, (041302012 |50, 5 oo e |0 ICR Ext Na
and Orders Survey 128548
REG-2019828-96 (TD
8758 -Final) Nuclear Wolfgang,

15451511 |200111-1546-007  [0216/2012  |TREASIRS pesbmmisong oa3tpory | Dawnan | Retebed in ICF Ext No

Funds: Revised 2011-11-16 10IRA

Figure 14.3: Submitted Request List Screen withlewly Submitted Request
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15. HOW TO Request an Emergency Extension of an ORI Control No.

An emergency extension is a request that OIRA ektilka expiration date on an active
information collection for a time period of threedix months. It is expected that, during
the extended period, the agency will have timerépare a regular ICR review request
for submission to OIRA.

You may create a Request for Emergency Extension by

1. Finding the OMB Control Number and active IGiRough the Concluded List
Sort or Filter or through Simple Search and théecs@ag the Emergency
Extension (EE) button to reach the Create Reqoe$trhergency Extension of
OMB Control Number screen.

OR
2. Select Emergency Extension (EE) in the droprdist at the Request tab at
the Home Row of Tabs.

1. In the first scenario, upon selecting the Erapoy Extension (EE) button at the
bottom of the View ICR screen of the OMB Controlher’s active ICR, you will be
brought directly to the Create Request for Emergéndension of OMB Control
Number screen with the information about the OMB\W&@ Number and active ICR in
the header box.
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RoClS PRA (UAT) N P - [

Inbox Request ICR Package RCF Package History Search Report  Admin
Redquest-=Emergency Extension (EE
OMB Control No.: 1121-0325 ICR Ref No.: 200904-1121-001 ICR Expiration Date: 07/31/2012 ICR Status: Active
Agency/Sub-Agency: DOJOJP Agency Tracking No.: BIS Title: Civil Justice Survey of State Courts Trials on Appeal

Edit Request of Emergency Extension of OMB Control Number

Current Expiration Date: Requested Expiration Date:

07/31/2mz2 Specify Date: (mmfian) Or  Mumber of Manth(s) beyand the Current
Expiration Date: |6 ¥ |

Justfication:

User Guide Ex=ample

Check Speling [ Sove | submi |

Figure 15.1: Create Emergency Extension Screen

Enter the justification to OMB and write an AgeriRgview note for other internal
agency users. A saved request will be displagete Created Request List inbox. You
and other authorized agency users may return tdahedlrequest. Your agency’s
authorized paperwork contact (APC) may submit dzpiest. Submitted requests will be
displayed in the Submitted Request List and tha itell also be displayed in your OIRA
desk officer’'s Pending Inbox.
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ROCIS PRA (UAT)

Wieww All

Filter List
NEXTF LA

Criteria: Status=(Received in OIRA, Open for Arnendrmen

CEID | Submitted Date | A:

Inbox

Request

ICR Package

Submitted Request List

RCF Package

History

Search

PRA N EH

Report Admin

Inbox-=Submitted Request List

Status

Reques, 7.7~

Figure 15.2:

Civil Justice Survey of SR

1121-0326 |200904-1121-001 0370972012 DOJOIP BJS State Courts Trials on 0743172012 R4 EE Mo
Appeal
REG-147144-06 Section

\ 1.367(a)-8 Revisions; /

T —— (TD. G446 Gain

Recognition Agreements = d

1646-2066 |201202-1545-007 |03M/2012  |THEA Lunas THROr01 4 il ICR Chg Mo
Transfers of Stack ar
Securities by Unitad
States Persons to
Fareign Corporations.
JCM RCF Training Received in

0607-0971  |201203-1505-004CF |03/08/2012 TREAS/DO Exarnple 0373172014 OIRA ECF Mewr Mo
Motice Concerning Received in

1645-0013 |200812-1545-001 03/08/2012 TREAS/IRS CB-0013-001 Fiduciary Relationship 0373172012 OIRA EE Mo
Reparts of Condition and SR

1667-0081 |201202-1557-002 0201772012 TREAS/OCC Income (Interagency Call |02/28/2015 R4 ICR Rew Mo
Repot
Manufacturers' E':nglm‘m Received in

0607-0008 |201202-0607-001 027162012 DOCICENSUS Shipments, Inventories,  |043002012 2012.02.06 |ORA ICR Ext Mo
and Orders Survey 196648

Submitted Request List Screen withlewly Submitted Emergency
Extension
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2. The second way to request and emergency eateissio select Emergency Extension
(EE) from the choices at the Request tab at thedHBow of Tabs.

ROCIS PRA (UAT) aRegs R Help

Inbox an RCF Package History Search Report
‘ormation Collection Request TRCR) Inbox->Created Request List
Mew IC to Generic ICR (Gen IC)
Discontinue OMB Control Number (D
Emergency Extension (EE)
Transfer OMB Control Number (T)
Request for Common Forms (RCF

Admin

Eilter List  Yiew All
NEXTE LASTHH

Criteria: Status=(Created);

201203-1103-003  |Miller, Jererny 030972012 |DOJDIOJADM g}f:n:‘sg'de ICR Mew Mo | Mo

5 User Guide
0807-0971 |201203-1505-002CF |iller, Jeremy 030212012 |TREAGIDO o 03/31/2015 RCFD No | me

User Guide
0B07-0871 |201203-1250-001CF |miller, Jeremy  |03/02/2012 | DOLIOFGCP Ermolt 033112015 RCFMew | Mo | Mo
201203-3440-003CF | Comerford, Brian |03/08/2012 | ODNI 714 RCFMew | Mo | Mo
201203-0420-001 CF | Kime, Ray 0382012 |RATE rekiraming RCEMew | Mo | Mo

example

0607-0371 |201203-1652-001CF |Perkins, Susan 03082012 | DHSTSA o Sue RCF 03/31/2015 RCEMew | MNo | Mo
201203-3440-001 CF | Comerford, Brian | 03M08/2012 | ODMI Title RCFMew | Mo | Mo
201203-1505-003CF | Lee, Brian 0382012 |[TREAGIDO Example RCEMew | No | Mo
0607-0971 |201203-1121-001CF |Adams, Devon  |03/0812012 | DOJOJP Teat 033112015 RCEMew | Mo | Mo
0607-0871 |201203-1103-001CF |Ouelletiz, Danielle | 03082012 | DOJ/DOIADM Sample 033112015 RCFMew | Mo | Mo

List shows all requests for ICR review (Mo Time Limity.
[M12345678010111213141518

Figure 15.3: Home Row link to Request a New Emgency Extension
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You will receive a screen that prompts you to ettierOMB Control Number.
ROC’S PRA (UAT) AgendaReqgs QLY

Inbox Request ICR Package RCF Package History Search Report Admin
Request->Emergency Extension (EE]

Create Request for Emergency Extension of OMB Control Number

OMB Control Number: 1505 .-:.0219

[ Hew  Conc

Figure 15.4: Entry of OMB Control Number to Request an Emergency Extension
Upon entering the OMB Control Number and selechiegt, the Create Request for

Emergency Extension of OMB Control Number will appeThe remainder of the
process is exactly as stated in the first scenario.
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16. HOW TO Request to Discontinue an OMB Control Nmber

An active OMB control number should never be alldwe expire. If your agency is still
using the collection, a new ICR should be prepatéthe collection is no longer needed,
your agency should submit a request to discontine€MB control number.

You may create a Request to Discontinue an OMB 1G@bNumber the same way as to
create an ICR.

1. Find the OMB Control Number and active ICR tigh the Concluded List
Sort or Filter or through Simple Search and sdlgetDiscontinue (D) button to
reach the Request to Discontinue an OMB Control bemscreen.

2. Select Discontinue OMB Control Number (D) ie tirop down list at the
Request tab at the Home Row of Tabs.

1. In the first scenario, upon selecting the Digcwe (D) button at the bottom of the
View ICR screen of the OMB Control Number’s actl@R, you will be brought directly
to the Create Request to Discontinue OMB ContrahNer screen with the information
about the OMB Control Number and active ICR in ltleader box.
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ROCIS PRA (UAT) Agendanens [Ra
Inbox Request ICR Package RCF Package History Search ﬁepuﬂ Admin
Request-=Discontinue OMB Control Number (C
OMB Control No.: 1505-0218 ICR Ref No.z 201112-1505-001 ICR Expiration Date: 11/30/2013 ICR Status: Active
Agency/Sub-Agency: TREAS/DO Agency Tracking No.: TARP Title: TARF Capital Purchase Program — Executive Compensation

Create Request to Discontinue OMB Control Number

Expiration Date: Requested Discontinue Date:
11/30/2013 Specify Date: (maviad

Program Change Due to:
~

Justification:

Chook Spling [ 5ovo |

Figure 16.1: Create Request to Discontinue OMB @htrol Number screen

Complete your justification for OMB and an Agencgurew note for internal agency
users and select Save or Submit. A saved requistevdisplayed in the Created
Request List inbox. You and other authorized agersers may return to edit the
request. Your agency’s authorized paperwork corfgseC) may submit the request.
Submitted requests will be displayed in the SuladiRequest List and the item will be
displayed in your OIRA desk officer's Pending Inbox
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ROCIS PRA (UAT)

|9 DR Help

Inbox Request ICR Package RCF Package History Search Report Admin
Inbox->Created Request Lisl

Created Request List

Eilter List
NEXT ¢

TARF Capital
<15n5-n21g 201112-1505-001  |Miller, Jerery  |0308/2012 |TREASIDOD TARF fg;gfm:mg'am 1143002013 o
Compensation
—— AT
201203-1103-003  |Miller, Jererny  |03MGI201 2 DO LR Exitnale IR Mew No Mo
User Guide
0B07-0971 |201203-1505-002CF |Miller, Jeremy  |03/09/2012 |TREAG/DO i 0203112015 RCED Moo | Mo
User Guide
0B07-0871 |201203-1250-001CF |Miller, Jeremy  |0308/2012 |DOLIOFCCR i 0203112015 RCENew | Mo | Mo
201203-3440-002CF | Comerford, Brian |03/08/2012 | ODNI T4 RCENew | MNa | Mo
201203-0430-001 CF |Kime, Roy 0308/2012 |RATE g:‘atrfp”ﬂ;“g RCFMew | MNa | Mo
UB07-0871 |201203-1652-001CF |Perkin, Susan |0308/2012 | DHSTSA s Sue RCF 0313172015 RCENew | MNa | Mo
201203-3440-001 CF | Comerford, Brian |03/08/2012 | ODNI Title RCENew | Mo | Mo
201203-1605-003CF | Les, Brian 03M8/2012 |[TREAS/DO Example RCENew | Mo | Mo
0607-0871 |201203-1121-001CF |[Adams, Devon  |0308/2012 |DOJOIP Test 020312015 RCFMew | Ma | Mo

List shows all requests for ICR review (Mo Time Limit)
M1234567831011121314151617

Figure 16.2: Submitted Request List screen witNewly Created Discontinue
Request

2. The second way to create a request to disagntmto select the Discontinue an OMB
Control Number (D) from the list of drop down chescat the Request tab at the Home

Row of Tabs.
ROCIS PRA (UAT)

Request ICR Package RCF Package History Search n

Inforig gst (ICR) '\h'box->(-freated'R-éque5f Lis

Tew IC to Generic ICR (Gen IC)

Discontinue OMB Control Number (D)
Emergency Extension {EE)

Filter List  “iew All
NEXTHF LASTHM

Request for Common Forms (RCF)
Criteria: Status=(Created), Discontinue RCF (RCF D)

-
TARP Capital
1505-0219  [201112-1505-001  |Miller, Jererny  |03/09/2012 |TREASIDO TARP Eg;;fj::mgram 11/30/2013 D Mo | Mo
Compensation
2012030103:-003  |Miller, Jeremy (090972012 | DOJ/DOJADM Ef;;fs;'de ICRHew | Mo | Mo
2 User Guide
0RO7-0971 |201203-1505-002CF (Miller, Jersmy (030952012 |TREASIDO e 033112015 RCED Mo | Mo
. User Guide
DRO7-0971  |201203-1250-001CF [Miller, Jersmy  |03/08/2012 |DOLIOFCCP e 03/31/2015 RCEMew | Mo | Mo
201203-3440-002CF | Comerford, Brian | 030872012 |ODNI 714 RCEMew | Mo | No
201203-0430-D01CF |Kime, Roy 03082012 |RATE (eelaiine RCEMew | Mo | Mo
example
DRO7-0971 |201203-1653-001CF |Perkins, Susan |03/08/2012 |DHETSA o Sue RCF 03/31/2015 RCFNew | No | Mo
201203 3440-001 CF | Gomerford, Brian | 030872012 |ODNI Title RCENew | No | No
201203-1505-003CF | Lee, Brian 03082017 |[TREASDO Example RCFMew | Mo | Mo
UB07-0871 |201203-1121-001CF [Adams, Devon |03/08/2012 | DOJ/OJP Test 0373112015 RCFNew | Mo | No

List showes all requests for ICR review (Mo Time Limit)
[11234567891011121314151617

Figure 16.3: Discontinue OMB Control Number HomeRow Link
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You will be brought to a screen that asks you vibieiiB Control Number you'd like to
discontinue.

ROCIS PRA (UAT)

AgendaRegs LY DR Help Logout

Inbox Request ICR Package RCF Package History Search Report Admin

Request =0iscontinue OMB Contral Number (01

Create Request to Discontinue OMB Control Number

OMB Control Number: 1505 .;- nz19

[ ert Jf Concol |

Figure 16.4: Entry of OMB Control Number to Request a Discontinuation
Upon entering the OMB Control Number and selechiegt, you will be brought to the

Create Request to Discontinue an OMB Control Numfére remainder of the process
is exactly as stated in the first scenario.
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17. HOW TO Request a Transfer of an OMB Control Nunber

You may create a Request to Transfer the same svay@eate an ICR.

1. Find the OMB Control Number and active ICR tigb the Concluded List
Sort or Filter or through Simple Search and sdleetTransfer (T) button to reach

the Request Transfer screen.

2. Select Transfer OMB Control Number (T) in themdown list at the Request
tab at the Home Row of Tabs.

1. In the first scenario, upon selecting the Tian@l) button at the bottom of the View
ICR screen of the OMB Control Number’s active 1G8u will be brought directly to the
Create Request to Transfer OMB Control Number scvgth the information about the

OMB Control Number and active ICR in the header.box
ROCIS PRA (UAT)

AgendaRegs UESE DR Help Logout

i Inbox Request ICR Package RCF Package History Search Report Admin
ICR Package-=Concluded ICE Package-=ICR Dat

Display additional information by clicking on the following: [ All [¥] Brief and OIRA conclusion
[ Abstracttlustification [ Legal Statutes [ Rulermaking [ FR Notices/Comments [ 1C List [ Burden [ Mise. T Comenon Farm Indo, [ Certification

Miewr Information Collection [IC] List Mievr Supporting Statement and Other Documents

View ICR - OIRA Conclusion
ICR Reference No: 201112-1505-001
Previous ICR Reference No: 201008-1505-004
Agency Tracking No: TARF

OMB Control No; 15050219

Status: Active

Agency/Subagency: TREAS/DD

Title: TARP Capital Purchase Program — Executive Compensation
Type of Information Collection: No material or nonsubstantive change to a currently approved collection
Type of Review Request: Regular

OIRA Conclusion Action: Approved without change
Retrieve Maotice of Action (NOA)

Terms of Clearance:

Conclusion Date: 02/10/2012
Date Received in OIRA: 12/13/2011

[ | uwentoryas ofthis action Requested
Expiration Date 11/30/2013 1172013 1143002013
Responses 3,076 3,076 3,076
Time Burden {(Hours) 12181 12181 12151

1} 1} a

Cost Burden {Dollars)

Discontinue [D7 Transfer [T] Create ICR Package
—
Figure 17.1: View ICR Screen

Enter the justification to OMB and the agency angltbagency to which you wish to
transfer the OMB Control Number. Please provigerdason for the transfer and
whatever coordination has taken place betweenttb@gencies/subagencies in the
justification; such as noting memoranda for therdgcetc. Please also write an internal
Agency review note for status to other preparetssarbmitters in your agency. Upon
submission, the transfer request will appear adegsion in the inboxes of both
agencies/subagencies involved in the transfer.
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‘OMB Control No.: 2528-0241 ICR Ref No.: 200602-2528-001 ICR Expiration Date: 04/30/2009 ICR Status: Active
Agency/Sub-Agency: HUD/PD&R Agency Tracking No.: Title: Universities Rebuilding America Partnerships: Community Design Pragram

Create Request to Transfer OMB Control Number

HttD /A8 2136 12209 = Agenc 1 1 I
I — o Anttp://192.136.12.204 - Agency ... Lj__im
1800ED [ 18a5FsA [ Agency Review
Justification: « Infomation about Agency Review has been saved.
This collection is transferred to Financial Student Assistance per memorandum of
understanding dated 6/1/2006 between HUD and ED. Reviewed By: Jacqueline Zeiher

Reviewed Date: 06/27/2006

Brief Note: |zeady for submission to

OIRA.
Ea EZ
Lagin: jzeihera
&] Done ® Internat
] Done al & Internet

Figure 17.2: Create Transfer Request Screen witAgency Review Pop Up

ROCIS PRA (UAT)

Inbox Request ICR Package RCF Package History Search Report Admin
Inboxe=Created Request List

Created Request List

Filter List  “iew All
NEXTP LAST

Criteria: Status=(Created);

-
<mr—u19 201112-1505-001  |Miller, Jererny  |030912012 |TREAS/DO TARP fg;:fm:mgramwaurzma T o >
T —— Caompensation
s ———
16050218 |201112-1505-001  |Miller, Jererny (03092012 [TREAS/DO  |TARP Purehase PIOStam | 13012013 5} Moo | No
Compensation
201203-1103-008  |Miller, Jeremy (03082012 |DOMDOIADM gf;r’nﬁfe‘d'a ICRMew | Mo | Mo
User Guide
0607-0871 | 201203-1505-002CF |Miller, Jeremy  |03/09/2012 |[TREASIDO s 0373112015 RCFD Mo | Mo
User Guide
0607-0971  |201203-1350-001CF |Miler, Jerery  |03/08/2012 |DOLIOFCCP e 033112015 RCFMew | Mo | Na
201203-3440-002CF | Comerford, Brian| 020812012 |ODNI 714 RCFMew | Mo | Ha
201203-0430-001 CF |Kime, Roy 030812012 |RATE Aot RCEMew | Mo | Ho
example
06070071 |201203-1652-001CF |Perkins, Gusan |03/08/2012 |DHETEA oae Sue RCF 0273112015 RCFNew | Mo | Mo
201202 3440-001 CF | Comerford, Brian| 050812012 |ODNI Title RCFNew | Mo | Mo
201203-1505-003CF |Les, Brian 030812012 | TREAS/DO Exarnple RCFNew | Mo | Ma

List shows all reguests for ICR review (No Tirme Limity
1234567891011 121314151617

Figure 17.3: Created Request List with Newly Crated Transfer Request

2. The second way to create a Request to Traasf@&MB Control Number is to select
Transfer OMB Control Number from the drop down asthe Requests tab at the Home
Row of Tabs, which will lead you to a screen trektsayou to identify the OMB Control
Number of the collection you wish to transfer.
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ROCIS PRA (UAT)

PRA N EH

Inbox Request ICR Package RCF Package History Search Report  Admin
#fon Collection REWwagt (ICR) Inbo=Created Reguest List

few IC to Generic ICR (Gen IC)

Discontinue OMB Control Number (D

Emergency Extension (EE)

Request for Common Forms (RCF)

Discontinue RCF (RCF D)

Filter List  Wiew All
NEXT b A

Criteria: Status=(Created);

Stat EM.
thods|Review|

TARP Capital
15060218 |201112-1606-001  |Miller, Jererny  |03M08/2012 |TREASDO TARF fg;gfﬁ;;mmm 11430/2013 T Mo | Mo
Cormpensation
TARF Capital
15060219 |201112-1505-001  |Miler,Jererny  |03M82012 |TREASIDO  [TARP fg;gfjﬁ:mgmm 11302013 i} Mo | Mo
Compensation
2012031102003 |Miller, Jerery (03092012 |DOUDOJADM gf:nrq(gg'”e ICRMew | MNo | Mo
User Guide
0807-0971 (2012031505 DO2CE |Miller, Jerermy  |03/08/2012 |TREASIDO gy 033112015 RCFD No | Mo
User Guide
0607-0971 |201203-1250-001CF |Miller, Jererny | 03/08/2012 |DOLIOFCCP = 033172015 RCFMew | Ma | Mo
201203-3440-003CF | Comerford, Brian [0308/2012 |ODNI 4 RCFMew | Mo | Mo
201203-0430-001 CF | Kime, Roy 03M08/2012 |RATE festraining RCFMew | Mo | Mo
example
0607-0971 |201203-1652-001CF |Perking, Susan |03/08/2012 | DHSTEA ot Sue RCF 033172015 RCFlew | Mo | Mo
201203-3440-001 CF | Comerford, Brian |03/08/2012 | ODNI Title RCFlew | Mo | Mo
201203-1505-003CF | Lee, Brian 03M8/2012 |[TREABDO Example RCFNew | Mo | Mo

List shows all requests for ICR review (Mo Time Limit)
M1 24 ERTONINAT 494244 4E4EAT

Figure 17.4: Transfer OMB Control Number Home Rav Link

ROCIS PRA (UAT)

Inbox Request ICR Package RCF Package History Search Report Admin

Request-=Transfer OMB Control Number (T)

Create Request to Transfer OMB Control Number

OMB Control Number: ;1505 .;— 02149

[ tew §f Cancel

Figure 17.5: Entry of OMB Control Number to Request a Transfer

The remainder of the process is exactly as statéukifirst scenario.
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18. HOW TO Create a Generic ICR and Request GenearilCs

The generic ICR is created by selecting Informa@atiection Request (ICR) in the drop
down at the Request tab in the home row of tabither a Create a New ICR from
Scratch or Create an ICR from a Previously Reviearefipproved ICR, be sure to enter
a checkmark in response to the question posed] thisl ICR be generic?”

ROCIS PRA (UAT) -

ICR Package Rackage History Search Report Admin
Reguest-=Information Collection Request (ICR)

AgendaRegs

Inbox

Request

@ Create a New ICR from Scratch

Agency er OMB Control Number (

| Request [Ts&ggumon o
Discontinue RCF (RCF D)
Will this ICR sponsor common form(s) ? [
Will this ICR be generic 2 [

Title

Abstract

Ehec Speling

O Create a New ICR Based on Previously Reviewed or Approved ICR

® Enter OMB Contral Mumber if the new ICR is based on the most recently approved ICR under the OMB Control Number,
= Otherwise, enter ICR Reference Mumber.

Figure 18.1: Information Collection Request HoméRow Link

ROCIS PRA (UAT)

Inbox Request ICR Package RCF Package History Search Report Admin
Request-=Information Collection Request {ICR}

Create New ICR Package
© Create a New ICR from Scratch
@ Create a New ICR Based on Previously Reviewed or Approved ICR
® Enter OMB Control Murnber if the new ICR is based on the most recently approved ICR under the OMB Contral Nurmber;

o Otherwise, enter ICR Reference Number.

Will this ICR spensor common formis) ? O
Will this ICR be generic ?

OMB Control Number: ICR Reference Number:

Or

Login: jemillert
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Figure 18.2: Create New ICR Package with Generi©ption Selected

If you selected ‘Create a New ICR Based on PreWoRsviewed or Approved ICR’ and
selected the ICR Package would be generic, youb&ithsked “Will this be a non-
substantive change request?” Selecting yes v@literthe non-substantive change
request, copy the existing generic ICs from theipres ICR and calculate the burden
budget appropriately. Selecting no will creatertee ICR package and remove the non-
substantive option from the Type of Information l€ction drop down list.

When you arrive in the Edit ICR screen upon cligkine Create button, complete the
data as you would a regular ICR with one exceptigau will be able to request the
annual number of responses, the annual hour bamgannual cost burden by entering
the request directly into the Requested columne f€hm ‘annual’ for generic ICRs may
seem misleading. The numbers entered should Qettdehat your agency will require
over the period of the request.

You will need to provide a Supporting Statementhie ICR Documents but you will not
be required to complete an Edit IC screen unlesswauld like to submit one or more
Generic ICs with the Generic ICR.

Upon approval from OIRA, the generic ICR will edtab a “budget” The burdens for
any generic ICs submitted with the ICR, and for gageric ICs submitted in the future
under this request, will be deducted from the aldd budget. If the entire number of
responses, hours or costs has been exhaustegpitowad ‘budget’ cannot be exceeded
and, a new ICR request will need to be submitted.
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To request a Generic IC, select New IC to Gen&R (Gen IC) under the Request
choices in the home row of tabs.

AEAItICR - Microsoftinternet Explorer JL}]@“
W
¥

File Edit View Favorites Tools Help

QBack - © - [¥ [@ €| O search Ty Favorites € |
Address | €] http://192.136.12.204/rocis/do/ICRData?menu=currentlCRPackage 1:! Go | Links ™
ROCIS PRA

Discontinue OMB Control Number (D)
Emergency Extention (EE)
Transfer OMB Control Number (T}

Edit Generic ICR
Agency: 2502 OH OMB Control Number:

Agency ICR Tracking Number: ICR Reference Number: Pravious ICR Reference Number:
subagency 200606-2502-035
Title:

New ICR for 6/22/2006

Type of Information Collection (check one): .
New collection (Request for @ new OMB Control Number) (1]

Type of Review Requested (check one):
Regular [

Requested Expiration Date (check one):
Three years from approval date [

Does this ICR contain surveys, or employ statisti thods? Yes @ No
Does the Subnortina Statement serve as a Joint ICR and Privacv Impact A ner OMB M dum 03-22. Section IL.D.? OYes @&RNo B
@ http://192.136.12.204/rocis/do/AddNewGenericIC £ Internat
dﬁﬂiﬂ JE@ e @12 el Wl o] 7| BIROCS HOW ... | [3]Inbox - Micro... ICR - Mic... | G A l HodoBE® 4:34PM

Figure 18.3: New IC to Generic ICR Home Row Link

Enter the OMB Control Number of the Generic ICR god will arrive at the Add New
Generic IC to Existing OMB Control Number page.té&nC information as you would a
regular ICR, including the burden worksheet ansbagla supplementary document if

OIRA requires it. When you are ready to submi®DI®A for review, click the Submit
Generic IC button.
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ROCIS PRA
egs QGTAN DR Help
(UAT)
Inbox Request ICR Package RCF Package History Search Report Admin
ICR Package-=Current (CRE Package-=IC L
OMB Control No.: DB07-0725 ICR Ref No.: 201006-0507-004 ICR Expiration Date: 03/31/2013 ICR Status: Active
Agency/Sub-Agency: DOC/CENSUS Agency Tracking No.: Title: Genetic Clearence for Questionnaire Pretesting Research
Add New Generic IC to Existing OMB Control Number

IC Title: _ Agency IC Tracking Number:
User Guids Exemple. | |

IC Status: New

Obligation to Respond: E_Mﬁndatmy el

Add Another CFR Citation

Information Collection Instruments:

m S

(| Instruction TestFilel.doc Yes es Fillable Fileahle

Add Instrument

Federal Enterprise Architecture Business Reference Module
=

Social Services V. |-
Privacy Act System of Records ; FR Citation:
Title: | |FR
Number of Respondents: EEDD | Number of Respondents for Small Entity: |0
IAffected Public: | Federal Government '1
Percentage of Respondents Reporting Electronically: {%) ..El
Annual IC Burden:
Generic | Burden Workshest
T Regestes Previousiy Approvei
Annual Mumber of Responses for this IC 0 1}
Annual IC Tirne Burden (Hours) 0 i}
Annual IC Cost Burden (Dollars) 0 a

Documents for IC

Date Uploaded | Uploaded By
Upload Supplementary | Add Non-Electionic

ICR Data m Agency Heview

Submit Generic IC | D dete

Cancel

Check Generic IC Completenes

Figure 18.4: Add New Generic IC to Existing OMBControl Number

When the Generic IC is approved by OIRA, the LidiGs of the Generic ICR will show
each approved IC and the resultant drawdown of@Reapproved budget.
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19. HOW TO Create an ICR that Hosts Common Forms

In an effort to accurately account for the burdapaesed on the public by federal
government agencies through forms used governmielet WOCIS and Reglnfo support
Common Forms. The Common Forms functionality al@m agency (the host agency)
to define their collections as Common Form Host$CIR which they report only the
burden imposed by their usage of the form. Ongeayed by OIRA, all Information
Collections (IC) included in the ICR are conside@ammon Forms and using agencies
will submit a Request for Common Forms (RCF) t@inf OIRA of their usage of the
form. Appendix Bof this document provides a list of Frequently églQuestions

(FAQ) on the usage of Common Forms.

The process of managing a Host ICR is very sinbdananaging a regular ICR, with a
few exceptions. As this section of the How To willly discuss the differences between
regular ICRs and Host ICRs, please refer to the@lsections for full descriptions of
how to manage an ICR.

First, a Host ICR is created by selecting InformatCollection Request (ICR) in the
drop down at the Request tab in the home row . tan existing Host ICR can be
renewed from the View ICR — OIRA Conclusion pagst, to initially define an ICR as a
Host ICR, it must be done through the home rovabét In either a Create a New ICR
from Scratch or Create an ICR from a Previouslyi®egd or Approved ICR, be sure to
enter a checkmark in response to the question ptdallithis ICR sponsor common
form(s)?” When the Common Forms check box is cadgckll ICs contained in the ICR
will be available for use by using agencies. Rdaaste that an ICR cannot be both a
Generic ICR and a Common Form Host ICR.
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ROCIS PRA (UAT) Agendaregs Y

Request ICR Package RCF Package History Search Report Admin

B 1nformation Collection Request (ICR) Request-=Information Collection Reguest (ICR)

MNew IC to Generic ICR (Gen IC)

Inbox

Discontinue OMB Control Number ()
& Create a New ICR from Scratch Enesgency Extension (EE)

Agen Transfer ONTE™Sy e inber (T)
'i Request for Common Forms (RCF) 3
Discontinue RCF (RCF D)

Will this ICR sponsor common formis) ? T
Will this ICR be generic? [

Title

Abstract

Chect: Speling

" Create a New ICR Based on Previously Reviewed or Approved ICR

® Enter OME Control Mumber if the new ICR is based on the most recently approved ICR under the OMB Control Number;
® Otherwise, enter ICR Reference Mumber.

Login: jemillert  On Behalf Of jemillert

Figure 19.1: New ICR from Scratch with Home RowLink

ROCIS PRA (UAT) p

Inbox Request ICR Package RCF Package History Search Report Admin
Reguest-=Information Collection Request {ICE)

Create New ICR Package

" Create a New ICR from Scratch

@ Create a New ICR Based on Previously Reviewed or Approved ICR

# Enter OMB Control Murnber if the new ICR is based on the most recently approved ICR under the OMB Cantral Number;
 Otherwise, enter ICR Reference Mumber.

Will this ICR sponsor common form(s) ? ¥
Will this ICR be generic? [

OMB Control Number: ICR Reference Number:

Or

Create Cancel

Login: jemillert On Behalf OF jemillert

Figure 19.2: New ICR based on Previous with Comom Form checkbox

When you arrive on the Edit ICR screen upon cligkime Create button, complete the
data as you would a regular ICR with two exceptions

First, there is an additional field for the “Degdron/Changes for Common Form Usage.”

The intent of this field is allow host agency toxoounicate to the using agency any
directions for usage or changes to the form or @uince the last review. The
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“Description/Changes for Common Form Usage” wilMigble to ROCIS users,
including OIRA and using agency staff, but will row visible on Reginfo.

Second, when answering the Annual Cost to the Be@avernment question, only
include costs to the Host Agency. Costs incurnedgding agencies will be reported as
part of their RCF request.

Display additional information by clicking on the following: ¥ Al M Brief

Agency Contact ¥ Abstract ¥ Legal Statutes ¥ Rulemzking ¥ FR Molices/Comments M IC List M Burden
Edit Information Collection [IC] List Edit Supporling Statement and Other Documents

Ahstract (4000 ch
User Guide Exsmple

pum—
< Description/Changes for Common Form Usage (4000 ch i

I —— —

Wuthorizing Statute(s):

I | BRemove
Add Another Authorizing Statute

Figure 19.3: Edit ICR page with new DescriptionChanges for Common Form
Usage field
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Similar to a regular ICR, a Common Form Host ICRsheontain at least one
Information Collection (IC), but can contain mohamn one. Creating and updating a
Common Form IC is identical to creating and updatnregular ICR with two
exceptions. First, for each regular IC, at least GFR citation or at least one
information collection instrument (ICI) must be priied. For a Common Form IC, at
least one ICI must be provided, but more can beidec. A common form IC can
include one or more CFR citations, but it mustude at least one ICIl. Second, while all
ICs on a regular ICR must have some burden, yowsetatihe burden of an IC to zero by
specifying zero as the Number of Responents. Whide useful if the host agency no
longer uses the common form, but other agenciksisti
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ROCIS PRA (UAT) o

Inbox Request ICR Package RCF Package History Search Report  Admin
ICR Package->Current ICR Package-=IC Lis
OMB Control No.: ICR Ref No.: 201203-0607-001 ICR Expiration Date: ICR. Status:

Agency/Sub-Agency: DOC/CENSUS
Request Status: Created

Agency Tracking No.:
Last Event: Created

Title: User Guide Example

Last Event User: Miller, Jeremy Last Event Date: 03/02/2012

Add New IC

IC Title:
User Guide Example IC

Agency IC Tracking Humber:

Is this a Common Form? Yes IC Status: New

Obligation to Respond: I Mandatary

E

ICFR Citation:

Chwe | T operation |
CFR | Flemove

Add Another CFR Citation

#tion Collection Instruments: \
DOCINHCHET e Available Can Be Sub ed troni
W Electronically? | Electronically’ Cap
‘s ‘s

“SF-QQBQ = mrmankom Fillable Fileablg

Federal Enterprise Architecture Business Reference Module

Line of B
H

Remove

Etample TestFiled.doc

Add Instrument

Subfunction:
| Cenfral Records & Statistical Mgt j

General Govemment

Privacy Act System of Records
Title: |

Mumber of Respondents: |1000

Affected Public: | Individuals or Households

FR Citation:
[IFRR[ ]

Number of Respondents for Small Entity: |0

Percentage of Respondents Reporting Electronically: (%) |0

Annual IC Burden: (Select appropriate IC Burden Waorksheet)
This ICR Requests Change in Met Burden

Change Due to

Program Change Due to

Program Change Dueto

Requested

Change Due to Adjustment

Potential

New Statute Agency Discretion inAgencyEstimate | Violationofthe | T ouicust Approved
Annual Mumber of
Respaonses for this I g d 9 3 g 3
Annual IC Time Burden g 0 0 a 0 a
(Hours}
Annual IC Cost Burden 0 a a a 0 a
(Dollars)
Documents for IC
Romove] e | poumem [ DatsUpioadou | Uploaueuty

Figure 19.4: Edit IC with IClIs circled
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There are no changes to the submission, open fendment or conclusion processes for
a Common Form ICR. However, after the ICR has lweecluded, ROCIS will display

a listing of the usage of the form by all usingrages on the View ICR — OIRA
Conclusion Page.

ROCIS PRA
(UAT)

AgendaRegs LTSN DR Help

Logout

Inbox

Request ICR Package RCF Package History Search Report Admin

ICR Packade->Concluded ICR Package-=ICR Dat:

Display additional information by clicking on the following: [] All [ Brief and QIRA conclusion
[ Abstractiustification [ Legal Statutes [ Ruleraking [ FR Notices/Cornments [ IC List [ Burden [ Misc ] Cammon Form Info. entification
‘isw Information Collection (101 List ‘iswr Supporting Statement and Cther Documerts

View ICR - OIRA Conclusion

OMB Control No: 0B07-0971
Status: Active
Agency/Subagency: DOC/CENSUS

ICR Reference No: 201203-0507-003
Previous ICR Reference No: 201203-0607-001
Agency Tracking No:

Title: User Guide Example

Type of Information Collection: Revision of a currently approved collection

Type of Review Request: Regular

Conclusion Date: 03/07/2012

Date Received in OIRA: 03/07/2012

OIRA Conclusion Action: Approved without change
Retrieve hotice of Action (MOA)
Terms of Clearance:

Expiration Date

Inventory as of this action
0373152015

Requested

36 Months From Approved

Previously Approved
030312015

Responses 6,000 1,000 1,000
Time Burden (Hours) 4 BRE 333 333
Cost Burden {Dollars) 2,600 300 300
Common Form ICR: Yes
Description/Changes for Commen Forin Usaqge: T BT
Approved and pendipg R ng this ICR
Agency'S e Ter P }
< Do 201203-1505-002CF User Guide Example Active I%Sg' Bt ERmp RIS LSRR CUHE Eramnle
201203-1505-004CF JCM RGF Training Example Eﬁ;ﬁ“’e" M User Guide Example 1€ 1

Q

,ggncy Extension (EE] | Create Host ICR Package || Print To Pdf

Figure 19.5:

//

View ICR — OIRA Conclusion with assciated RCFs circled

Some additional points to note about Common ForRstC

1. Common Form ICRs cannot be transferred, even iHib& Agency is no longer
using the form. The Host Agency must still maintapproval of the Host ICR,
but can set the number of respondents to zerothemefore not imposing burden
on the public.

2. Unless its burden has been set to zero, a Host#DRot be directly
discontinued, but as long as there are no actiyeonding RCFs referencing the
Host ICR, it can be converted to a regular ICR, #ueeh discontinued. The
conversion to a regular ICR is immediate and da¢saquire OIRA approval
and is processed by clicking the Convert to Reg@& button on the View ICR
— OIRA Conclusion page for the Host ICR. The ageran then continue using
the form or discontinue it using the instructiob®we. Please note; because ICs
on a regular ICR must have at least some burderciassd with it, any ICs with
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zero respondents will automatically be removed ftbenHost ICR when
converted to a regular ICR.

3. If the burden hours of a Host ICR is zero and tleeeeno active or pending RCFs
referencing the Host ICR, the Host ICR can be disnoed directly. The
discontinuation of the Host ICR is immediate anésinot require OIRA approval
and is processed by clicking the Discontinue (Ctjdruon the View ICR — OIRA
Conclusion page for the Host ICR.

4. When a Common Form ICR expires, all using agenciFfR€xpire as well.

5. When an Emergency Extension to an active Host EC&pproved, all using
agency RCFs will be automatically extended.

AgendaRegs GRS DR Help Logout

Inbox Request ICR Package RCF Package History Search Report Admin
ICR Package-=Concluded ICE Package-=ICR Date

Display additional information by clicking on the following: [] Al [¥] Brief and QIRA conclusion
[ Abstractilustification [ Legal Statutes [ Rulemaking [ FR Motices/Comments [ 1C List ] Burden [ Mise. [ Comman Farm Info. [ Cetification
Wi Infor mation Collection (1G] List Vieve Supporting Statement snd Dther Documents

View ICR - OIRA Conclusion

OMB Control Ne: 1121-0336 ICR Reference No: 201203-1121-002
Status: Active Previous ICR Reference No:
Agency/Subagency: DOJOJP Agency Tracking No:

Title: User Guide Example
Type of Information Collection: New collection (Reguest far a new OB Contral Murnber)

Type of Review Request: Regular

OIRA Conclusion Action: Approved without change Conclusion Date: 03/09/2012

Retrieve Motice of Action (MOA) Date Received in OIRA: 03/09/2012

Terms of Clearance:

| Inventory as of this action Requested Previously Approved

Expiration Date 0320148 36 Months From Approved

Responses a00 500 0

Time Burden (Hours) 500 500 0

Cost Burden {Dollars) a a 0
——

Emergency Extension (EE] | Create Host ICR Package Convert To Regular ICR Print To Pdf
D ————

Figure 19.6: View ICR — OIRA Conclusion with Corversion button circled
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20. HOW TO Create an RCF to Utilize a Common Form

In order to utilize a Common Form defined in a H&R, a using agency must create
and submit a Request for Common Forms (RCF). Alghcan RCF shares many
characteristics with ICRs, RCFs impose far fewguinements of the using agency than
an ICR.

First, because public comment has already beenucted on the Host ICR, an RCF
requires no Federal Register notices prior to sabiom to OIRA.

Second, no supporting statement or other docunagatsequired when submitting an
RCF.

Third, the using agency is not required to resulth@trequest every three years for
review. Upon approval, the expiration date of &@HRs automatically set to that of its
Host ICR. Any time the Host ICR’s expiration dégeipdated through either a renewal
or Emergency Extension, ROCIS will automaticallgaxify any active related RCF,
with no action required of the using agency. Altgely, when the Host ICR is expired,
all the active RCFs will be expired as well.

Appendix Bof this document provides a list of Frequently ddlQuestions (FAQ) on
the usage of Common Forms.

An RCF is created by selecting Request for ComnwmB (RCF) in the drop down at
the Request tab in the home row of tabs.

Rocis PRA (UAT) IR T

Inbox Request ICR Package RCF Package History Search Report  Admin
Information Collection Request {(ICR) Inbox-=Created Request List
New IC tg Lamenehcd en IC)
jefhntinue OMB Control NumD
Emergency Extension (EE)
Transfer OMB Control Number (T}

Request for Common Forms {(RCF)

Criteria: Status=(Created); Discontinue RCF (RCF D)

OMB Control o per, g /RCEID | Created By Croated | pyencySub | Iracking Z Last Reviewed | Request | = Stat
No Daw Natbes By Tyne  |[Methods
o e | Mo

il
0807-0871 |201203-1505-002CF |Miller, Jererny 03/07/2012 Efaer;gg'”e 0313142015 RCF New

Filter List  Wiew All
NEXT)» LASTHM

Carporate Ajrcratt
9000-0079 (201202-9000-010 Day, Cherria 02/17i2012 (FAR Costs--FAR Section (0773172012 ICR Ext Mo Mo
Affected 31.205-46

Movation/Change of
MName

4000-0076 (201202-6000-008  |Day, Cherria 021702012 [FAR Requiremnents—-FAR |07/31/2012 ICREg | No | No
Section Affected
Subpart 42,12
Question Bank
11030108 [201108-1103-003  [Hoomstra, Ashley  |02M743012 [DOLDOJADM et 114300201 4 GenlC Noo | No
Motice 2011-65,
Alabama Hopk Al

: Hopkins, Allan
1545-2216 [201202-1645-008  |Hopkins, Allan NIHEEI? [TREASARS  |ah-2216-007  [Lowelncome 02/20p012 |HREKOSANAN | op By No No

Figure 20.1: Home Row RCF link

84 March 19, 2012



ROCIS HOW TO Guide for Agency Users of the (ICR)dvte
Regulatory Information Service Center (RISC)

To create a new RCF select the Create a New RefpugSommon Forms (RCF) radio
button and enter the Agency/Subagency, the Tittkaabrief description of how the
agency will be using the Common Form, then click @reate button. Creating a Non-
Substantive Change to an Active RCF will be disedsa a later section of this User
Guide.

ROCIS PRA
(UAT)

AgendaReqgs LW DR Help Logout

Inbox Request ICR Package RCF Package History Search Report Admin

Reguest-=Request for Common Forms (RCF)

Create New RCF Package

reate a New Request for Common Forms (|
FAgency: Sub Agency: =
| 1500 S —— 1505 DO v

*Title:
Uszer Guide Exawple

* Description of Agency Usage:
|User Guide Exawple Description

Check Speling

0 Create a Non-Substantive Change to a Currently Active RCF
® Enter Active RCF 1D

Figure 20.2: Create New RCF Package page

Next, you are asked to search for and identifyHbset ICR that contains the Common
Form you would like to use. To do so, enter searttkria to find the Host ICR and click
the Common Form Search button.

RociS PRA (UAT) IR T -

Inbox Request ICR Package RCF Package History Search Report Admin
Search-=Common Form Search

Search Active Host ICR

Agency Sub

Host OMEB Cantrol Mumber Terms (Title or Abstract)

Common Form Mumber Comman Form Name
Common Form Search

Login: jomillert

Figure 20.3: Search Active Host ICR
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ROCIS will then return a list of currently activeost ICRs that meet your criteria. To
see more information on the Host ICR, click its IRBference Number. To view a form
associated with the Host ICR, click on its form maimom the Form Name column. Once
you have identified the correct host ICR from tisg kelect its radio button in the left
column and click the Continue button.

Please note; an RCF can only be associated witlsumently active Host ICR. To
request the usage of common forms from multipletHoRs, you will need to submit a
separate RCF for each Host ICR.

ROCIS PRA (UAT) o

Inbox Request ICR Package RCF Package History Search Report Admin
Search-=Common Form Search

Search Active Host ICR
Agency Sub
Host OMB Control Murmber Terms (Title ar Abstract)

Commaon Farm Number Carmmon Farm Name

! [

Wiew All

Ctiteria: Agency—DEDEI Doc

urrent Ex piration

0607-0970|201202-0607-006 |DOCICENSUS fest3_Yan 02282014 IC‘\

User Guide Cormaon Form Example 1, Comman Form
€ |0607-0971 |201203-0607-003 |DOCICENSUS Example 0313142015 SF-9999, 5F-9998, 5F-9997 Exaink|eq Compian Earm Exampie

Return To RCF

Figure 20.4: Search Active Host ICR page with sech results

After selecting the Host ICR, ROCIS will preserg tist of Information Collections
associated with the Host ICR. In the example betbe selected Host ICR contains
three common form ICs that can be requested a®ptre RCF. To help identify the
correct IC, click on the IC Title to see information the IC and its burden or click on the
Form Name to see the form itself. Once you haeatifled the necessary Information
Collections, place a checkmark in its respectiveckbox and click the Add to RCF
button. You must select at least one IC, but yomak have to select all of the ICs. The
same Common Form IC can be included multiple times RCF, either to apply it to
multiple affected publics/obligations to respont#b of business or simply to track
particular uses of the form by separate prograntisinvihe using agency.

After clicking the Add to RCF button, ROCIS willggilay the Edit RCF page. Please see
the following section for instructions on editifgetRCF request.

86 March 19, 2012



ROCIS HOW TO Guide for Agency Users of the (ICR)dvte
Regulatory Information Service Center (RISC)

ROCIS PRA (UAT) o

Inbox Request ICR Package RCF Package History Search Report Admin

Search-=Common Form Search
Host ICR Exp. Date:

RCF 1D: 201203-1505-002CF
Agency/Sub Agency: TREAS/DO
Request Status: Created

Host OME Citl. No.:
Agency Tracking No.:
Last Event: Created

Host ICR Ref No.:
RCF Title: User Guide Exampla

Last Event User: Miller, Jeremy L ast Event Date: 03/07/2012

Common Form IC for OMB 0607-0971
| | cmie |  FormNumber [ FormHame |  AffoctedPublic |

User Guide Example |G 1

I SF-9999 Cormrnon Form Examnle 1 Individuals or Households
¥ |User Guide Example ¢ 2 SF-9943 Comrmaon Form Example 2 Individuals or Households
™ |User Guide Exarmple 1C 3 SF-9997 Corrmon Form Examnle 3 Individuals or Households

Add To RCF | Retun To RCE

Login: jemillert

Figure 20.5: ICs available for use from the set¢ed Host ICR
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21. HOW TO Edit an RCF

An RCF is structured much like an ICR in that salata applies to the entire RCF and
some data applies only to specific ICs.

Instructions for Completing the Fields of the EDIT RCF Screen

These instructions should be used in conjunctidh &@ICFR 1320, which provides
information on coverage, definitions, and otherteratof procedure and interpretation
under the Paperwork Reduction Act of 1995.

1. Title

Provide the official title of the Request for Commigorms. If an official title does not
exist, provide a description which will distinguitifis collection request from others and
enable text searches on titles.

2. Agency RCF Tracking Number

This data item was provided in ROCIS at the reqakagencies. It is not edited by
ROCIS, and thus can be used to input any informatibich might be helpful to
distinguish RCFs. For instance, agencies withobtagency codes can use the Agency
Tracking Number to identify ICRs to divisions, bches or individuals. This data item
may be used as one criterion for an advanced seactis displayed in the Inbox request
lists.

3. Description of Agency Usage

This is similar to the Abstract of an ICR. Pleasevide a statement, limited to 4,000
characters of text, covering the agency's neethoimformation, uses to which it will be
put, and a brief description of the respondert®u may want to include keywords
(descriptors) from the "Federal Register Thesaafusdexing Terms" that describe the
subject area(s) of the information collection tfes and abstracts.

4. Agency Contact

Provide the name and telephone number of the agerepn best able to answer
guestions regarding the content of this submisslbsensitive to having this name
published on the ROCIS website, http://www.regigbv.,, please consider using the name
of the agency’s Clearance Officer.

A drop down list is provided of persons who are R®GUsers or were previously listed
as agency contacts for PRA. If the name of thidaxd is in the list, simply select it. If
the name of the person you want to reference igribie list, you will need to add the
individual as a contact. Please refeséation 7 item 14f this user guide for
instructions on how to enter a new contact.

5. Authorizing Statute
Provide the statute that is the source of the RiGIe exists, otherwise leave it blank.
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6. RCF Summary of Burden

Burden is accounted for at the information collect{IC) level; that is, per collection,
whether one collection or multiple collections viittone RCF. For an RCF, the ICs are
largely defined in the Host ICR, including the Infation Collection Instruments (ICI)
and the Hours/Cost per Response, but the usinggglees provide information how the
form will be used (ex. affected public, obligatitnrespond, and line of business) and
how often the form will be used (ex. annual numifaesponses). Therefore, the Edit
RCF page will display the sum of the burden enterethe burden worksheets for each
IC. To enter your burden request, SAVE the RCERby clicking on Save at the
bottom of the Edit ICR screen, and select one @i@s from the Common Form IC(S) in
this RCF list. This will take you to the Edit RGE page.

To add an additional IC(s) from the host ICR, click Add Common Form IC button,
select the IC(s) from the list and click Add to RRHton. ROCIS will then display the
Edit RCF screen again with the added IC(s).

A selected IC can be removed from the RCF by cimgctie radio box in the “Remove”

column. Every time an IC is removed from the RC&dlistem will automatically re-
calculate the RCF summary of burden.
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ROCIS PRA
(UAT)
Inbox Request ICR Package RCF Package History Search Report Admin
ECF Fackage->Current RCF Paclkage
Edit RCF
Agency: 1250 OFCCR RCF ID: 201203-1250-001CF Previous RCF 1D:
Host OMB Control Number: 0607-0971 Host ICR Reference Number: 201203-0607-003 Host ICR Expiration Date: 03/31/2015

Description/Changes for Common Form Usage: User Guide Exarmple Description

Title: Agency RCF Tracking Number:
\User Guide Exarnple |

Description of Agency Usage (4000 characters maximum):
User Guide Example

Agency Contact: v Add New Contact Annual Cost to Federal Government: $

Buthorizing Statute(s):

3
_Add Another Authorizing Statute

Common Form IC{s} in this RCF: (To edit the wsage of an IC. click on I Title, To view the host IG, clich on View Host 1C.)

IC Title Status [Rs nses| Hours | Dollars Form No. Form Name
Mew 1]

Commaon Form Miew Host

¢y User Guide Example 1C 1 o 0 Form SF-5948

- Example 1 I

O User Guide Exampla I 2 Mew 0 0 pfomand - ee gaag omman korm. | ¥ew Hoat
Instruction Example 2 Lo

Add Common Form |C

RCF Summary of Burden:

Annual Mumber of

Responses 1 0 1 ¥ ! a
Annual Time Burden

e 0 ] ] ] ] il
Annual Cost Burden 0 1 0 ] 0 0

At least one IC has a burden increase because of Program Change due to Agency Discretion

At least one IC has a burden decrease because of Program Change due to Agency Discretion

Check Spelling | Save | Check For Completeness | Submit [ Delete | Cancel |

Lagin; jemillert

Figure 21.1: Edit RCF

Instructions for Completing the Fields of the EDIT RCF IC Screen

Each IC must have one obligation to respond, ofezi&d public, and one line of
business. If there is more than one value of ditlyese for the RCF, separate ICs will be
required. For example, if the information is cotkd from state and local governments
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and individuals, one IC must be created with aecéd public of ‘state and local
governments’ and one for ‘individuals or household®r more information on this
topic, refer tcAppendix Aof this document.

1. Common Form IC Title
This will be copied from the Host ICR.

2. IC Status
ROCIS will populate this field; no entry by the agg is required.

3. Information Collection Instruments

An “instrument” is the mechanism for gathering thi®@rmation. The most obvious and
easily identified type of instrument is a papeel@ctronic form or a survey, but it may be
a web-based application, a telephone script, oroéimgr means used to collect the
information. For an RCF IC, the instruments aringel by the Host ICR and can not be
changed by the using agency.

4. Obligation to Respond:
By default, ROCIS will assign the value from thesHtCR, but it can be changed by the
using agency, if necessary. The “obligation tpoesl” is either mandatory, required to
obtain benefits, or voluntary. Select the catedbay applies to the IC. If more than one
category applies, you will need to create an ICefach affected category to account for
the burden associated with that category.

a. Mark "Voluntary" when the response is entimilscretionary and has no direct
effect on any benefit or privilege for the respamide

b. Mark "Required to obtain or retain benefits"amtthe response is elective, but
is required to obtain or retain a benefit.

c. Mark "Mandatory" when the respondent must replface civil or criminal
sanctions.

5. Agency RCF Tracking Number:
This field is entirely optional. One possibilitytio provide the IT investment number
(Exhibit 300 ITBRS number) when an information systis associated with the ICR.

6. Federal Enterprise Architecture Business RaftsxéModel Line of Business and
Subfunction:

By default, ROCIS will assign the value from thestHtiCR, but it can be changed by the
using agency, if necessary. The “line of businestrs to the federal government’s
lines of business in services to citizens and mamagt of governmental resources
affecting citizens as defined by the Federal EmigepArchitecture Business Reference
Model.

The Business Reference Model is a function-drivaméwork for describing the
business operations of the federal government emldgnt of the agencies that perform
them. The Business Reference Model lines of basipeovide a way to identify
“government-wide common solutions for improved gsx\to citizens.”
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If an IT investment/system is related to the infation collection, the line of business
should be that which is used by the agency tofyute IT investment in its Exhibit 300.
If there is no system, please use the definitidribeline of business that most
accurately reflects the “business” of the collettio

Because lines of business functionally cross omgdinins, assignment of lines of
business to ICs will also enable identificatiorpofential opportunities for merged and/or
common forms and reduced burden.

7. Privacy Act System of Records and FR Citati&mter if applicable.

8. Number of Respondents:
This is the basis for a burden number that is ¢aled by ROCIS on the Burden
Worksheet.

9. Number of Respondents for Small Entity:

Indicate the number of small entity respondentsupbich the information collection
will have a significant impact. A small entity mbhg (1) a small business which is
deemed to be one that is independently owned aectgal and that is not dominant in
its field of operation; (2) a small organizatiomths any not-for-profit enterprise that is
independently owned and operated and is not dorninats field; or (3) a small
government jurisdiction which is a government aitg, county, town, township, school
district, or special district with a populationlets than 50,000.

10. Affected Public:

By default, ROCIS will assign the value from thesHICR, but it can be changed by the
using agency, if necessary. Select one from thewong choices: federal government;
households and individuals; the private sector;state and local governments. You
may select one of the choices per IC. If you sgdewate sector, you will be presented
another set of choices to select from; i.e., passctor, farms, and not-for-profit
institutions. You may select more than one ofé¢hedo IC may have more than one
affected public value. If there is more than offecded public, a separate I1C will be
required for each of the four primary values listéédve.

11. Percentage of Respondents Reporting Electiiyic

Enter the estimated percentage of responses thdtensubmitted/collected
electronically using electronic means, such agmeic mail, (mailed) diskette, or web-
based transaction. Facsimile is not consideregleironic submission.

12. Annual IC Burden (Select appropriate IC Burlidorksheet):

Burden is calculated and accounted for at the W&lleTherefore, new burden and
increases and/or decreases to existing burderequested on the Edit IC screen and,
more specifically, through the Burden Worksheet-ppgscreens circled below.

92 March 19, 2012



ROCIS HOW TO Guide for Agency Users of the (ICR)dvte
Regulatory Information Service Center (RISC)

(ﬁgg’s PRA AgendaRegs LU DR Help Logou
Inbox Request ICR Package RCF Package History Search Report  Admin
RCE Package-=Current RCF Packa:
RCF 1D: 201203-1250-001 CF Host OMB Ctl. No.: 0507-05971 Host ICR Ref No.: 201203-0607-003  Host ICR Exp. Date: 03/31/2015
Agency/Sub-Agency: DOL/OFCCP  Agency Tracking No.: RCF Title: User Guide Exampls
Request Status: Created Last Event: Created Last Event User: Miller, Jeramy Last Event Date: 03/05/2012
Edit RCF IC
Common Form IC Title: User Guide Example [C 1 IC Status: Mew

Information Collection Instruments:

i Can Be
Document Type Form Name Instrument File URL ‘,w“"“.hl . Submitted
Eectronically? i

Common Farm

Form SF-9990 T TestFiled.doc Rl fag Fillable Fileable
Obligation to Respond: ) Agency RCF IC Tracking Number:
Manctatory |

Federal Enterprise Architecture Business Reference Module

Line of Business: ) Subfunction: )
GEneml et ™ | Central Bleconds & Statistizal Mot 8
Privacy Act System of Records ER Citation:

Title: | | FR

Number of Respondents: D | Number of Respondents for Small Entity: D
Affected Public: | Incividusts or Households. v

Percentage of Respondents Reporting Electronically: (%) |0

Annual IC Burdgg: ECF |C Burden YWorksheet

ety Change Due to
J",__‘"Ev F'O!E!II?I'.II
S | Violation of the
PRA

Requested

Previously Approved

Annual Number of

Responses for this IC i o f) 0 g 0
Annual I Time Burden
{Hours) ] ] ] 0 0 0
Annual I Cost Burden
(Dallars) g g 9 0 0 0

RCF Dola Check IC Compitencss

Figure 21.2: Edit RCF IC

How to Calculate and Record Burden at the RCF IC level

To request new burden or to change buyeater the Number of Respondents field and
click the link “RCF IC Burden Worksheet.” ROCISIinpopulate the worksheet with the
Number of Respondents entered on the Edit IC screen

Enter the Number of Responses per Respondent &ud gee_per Time Period from the
drop down of frequency options. ROCIS will cald¢al&nnual Frequency and Annual
Number of Responses based on your choice.
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Because they are determined by the Host ICR, thuesdor Time per Response and Cost
per Response cannot be edited as part of the RCF.

If any of the burden time is allocated to the ‘rgjpg category’, a ‘frequency of

reporting’ schedule will pop up next to the ‘Burdegr Response’ box. Choose as many
as apply. Multiple choices are acceptable. Feaqy of Reporting selections do not
affect burden calculations.

ROCIS will place the change between the currergnitory and the request in the
“Program Change Due to Agency Discretion” or ‘Chauijie to Violation of the PRA’
columns to identify the reasons for the changes S@mple

Annual Responses and Burden with Changes:

Program Change Change Due to
Due to Agency Adjustment in
Discretion Agency Estimate

rogram Change
Requested Program Change

Diie to New Statute

Annual Mumber af 00 ol BDD_. | D il il

Responses for this IC

Annual IC Time Burden I I 1 1 ulle 1 ]
(Hour | 25? 1 D.: 1 .2.6?. 1 D.‘ 1 ..Df | D

Annual IC Cost Burden I T iin Tl 17
{Dollars) l 240] || ojjl 2l ojjL oji| oj

Figure 21.3: IC Burden Worksheet — Annual Respases and Burden with Changes

You may adjust a number in the diagram above thadppears around the number. To
change a number, move the cursor to the box wiarewant the new number to appear,
and enter the new value. The “Program Change ®égéncy Discretion” column will
be automatically updated by ROCIS. The “Change touéolation of the PRA’ column
cannot be changed.

Program Change due to New Statute."Program change" is the result of deliberate
Federal government action. All new collections ang subsequent revision of existing
collections (e.g., the addition or deletion of dieess) are recorded as program changes.
When ‘Program Change due to New Statute’ is sedeatt¢he IC level, you will be
prompted to provide the statute citation on the R@iF screen.

Change Due to Adjustment in Agency Estimate."Adjustment” is a change that is not
the result of a deliberate Federal government actfohanges resulting from new
estimates or action not controllable by the Fedgoabernment are recorded as
adjustments.

When you are satisfied with the data on the burderksheet, select the ‘Save’ button.
After the data has been saved, close the window.

You will be returned to the ‘Edit RCF IC’ screedou may now save the IC.

If you have additional ICs, repeat this processefich one. When you are done, return to
the ‘ICR’ Data page to finish adding ICR data.
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RCF IC Burden Worksheet

of Respondents: 400
Number of Resj per Respond per Time Period: "
1.0 L Sefhiannualil/Z iet year e

Annual Frequency: 2.0 Annual Number of Responses: 800

Burden per Response: Frequency of Reporting:

Annual Burden:

Annual Time Burden (Hours)

Reporting 266 BB 240
Record Keeping 0.00 1]
Third Party Disclosure 0.00 0
Total 267 240

Annual Responses and Burden with Changes:

Program Change

1 Annually

Change Due to

Time Per Response Cost Per Response Ll Ejennialiy O Daily
Reporting 20 Minutes [B0 per hour] | 0.3333333333333333 0.3000000000 Wi [ Haurly
Record Keeping 8] u] 0.0000000000 )
Third Party 0 0 S— [ Manthly [ on accasion
Disclosure [ once [ cuarterly
Total 0.33 0.3000000000 O Servi-annually [ weekly

Requested Due-to New Statute F'i:'tt::::;tli::!}\gcr'{lgti1:'ll Previously Approved
Ren e hbsic oa] | | IC
?:Qﬂra)l IC Time Burden %7 | ol 27| D. [ D_:
o ETa G — df
[ Savo | Close Window |
Figure 21.4: RCF IC Burden Worksheet

Burden Results of the RCF IC page(s) are summadnréddlisplayed on the Edit RCF

page. If changes in burden have occurred becaedRGF is new or due to a revision

with change, you will be prompted to answer questieelated to the changes. This
information will be used to draft the Informatiomi&ction Budget Report to Congress.

» Citations for New Statutory Requirements are regguif summary change in
burden is a Program Change Due to New Statute.

* When the summary indicates changes attributeddagr®m Change Due to

Agency Discretion, select the Information CollentiBudget chapter headings to
which the increase or decrease is attributed ftoerdtop down list offered.
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* When there is a change in burden of any kind in@sg the system will prompt
you to provide a short explanation.

RCF Summary of Burden:

Annual Mumber of
Responses A il : ’ )
Annual Time Burden Sk X 267 0 a a

{H

Annual Cost Burden

il o 0
) 240 ] 1]

At least of a burden increase because of Program Change due to Agency Discretion

B Increase Due to:
&

At least one IC has a burden decrease hecause of Program Change due to Agency Discretion

Short Statement: (Explain the reasons for any program changes or adiustments repodted: that is, provide a short statement of how the reduction in burden was
achieved or why the increase in burden occurred (4000 charactets maximum))

Check Spelling m Check For Completeness m

Figure 21.5: Edit RCF with Burden Change detailgircled

When all relevant data has been entered, cliclSthemit button to submit the RCF for
OIRA review.

RCF Summary of Burden:

of the PRA

Annual Mumber of

Responses A ! i ; ’ )
Annual Time Burden

{H) 267 0 267 0 0 ;
Annual Cost Burden 240 ] 240 0 0 0

&3]
At least one IC has a burden increase because of Program Change due to Agency Discretion

Burden Increase Due to:
&

At least one IC has a burden decrease hecause of Program Change due to Agency Discretion

Short Statement: (Explain the reasons for any program changes or adiustments repodted: that is, provide a short statement of how the reduction in burden was
achieved or why the increase in burden occurred (4000 charactets maximum))

Check Spelling m Check For Completen ss m

Figure 21.6: Edit RCF with Submit button circled
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22. HOW TO Make an Update to an Active RCF

In order to make a change to the usage of a confianon including the number of
respondents, you must create a Non-Substantivegélfanthe RCF. Creating the Non-
Substantive change RCF can be done in one of tws.wiirst, an RCF can be created
by selecting Request for Common Forms (RCF) irdilog down at the Request tab in
the home row of tabs.

RociS PRA (UAT) IR T -

Inbox Request ICR Package RCF Package History Search Report Admin
Information Collection Request (ICR) Inboe=Created Request List

New IC tg

Filter List  MWiew All
NEXT P LASTHM

Emergency Extension (EE)
Transfer OMB Control Number (T)

Request for Common Forms {(RCF)

Discontinue RCF {RCF D)

Criteria: Status=[Created);

OUMB SOMIOY 10n o, o [RCFID | Created By

0607-0871 [201203-1505-002CF [Miller, Jeramy 03/07i2012 (TREAZEG

Humber

03312015 BCF New

Current 5
e Last Reviewed | Reguest Stat
LRpifiion By Type  |Methods
Date
Mo Mo

Wser Guide
Example

Corporate Aircraft
9000-0078 (201202-9000-010 Day, Cherria 02/17i2012 (FAR Costs—-FAR Section (077312012 ISR Ext Mo Mo
Affected 31.205-46

MovationfChange of
Narne

9000-0076 |201202-9000-009 Day, Cherria 02/17i2012 (FAR Requirements--FAR (0773172012 ICR Ext Mo Mo
Section Affected
Subpart 42.12

GQuestion Bank
1103-0109 (201108-1103-002 Hoarnstra, Ashley 0211702012 |DONDOJADNM Seroonahats 1173002014 Gen|C Mo Mo

Natice 2011-65,
clahama Hapking, Allan

Hopkins, Allan
1645-2216 |301202-1545-008  |Hopkins, Allan 02162012 [TREASARS  |ah-2216-002  |Low-Income 021292012 cret | Mo | Mo

Figure 22.1: Home Row of Tabs link to create aRCF

Rather than selecting to create a new RCF, pledsetshe Create a Non-Substantive
Change to a Currently Active RCF radio button, etiie RCF ID of the Active RCF and
click the Create button.

ROCIS PRA
(UAT)

AgendaRegs

DR Help Logout

Inbox Request ICR Package RCF Package History Search Report Admin
Request=Request for Common Forms (RCF)

Create New RCF Package

O Create a New Request for Common Forms (RCF)

@Non&ubstantive Change to a Currentl@
Satar Active RCF (D

Active RCF |D:

Figure 22.2: Create New RCF Package with Non-Sstantive Change selected

You can also create a non-substantive change fieriwiew RCF — OIRA Conclusion
screen by clicking the Create Nonsubstantive Ch@R@d) button.
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ROCIS PRA
DR Help
(UAT)
Inbox Request ICR Package RCF Package History Search Report Admin
RCF Package-=Concluded RCF Packad
View RCF - OIRA Conclusion
RCF ID: 201203-1505-002CF Previous RCF 1D:
Status: Active Expiration Date: 03/31/2015
Agency/Subagency: TREAS/DO Agency Tracking No:
Host OMB Control No: 06070971 Host ICR Reference No: 201203-0607-003

Title: User Guide Example

Type of RCF: RCF New

OIRA Conclusion Action: Approved without change Conclusion Date: 03/08/2012
Retrieve Motice of Action (MOA) Date Received in OIRA: 03082012
Terms of Clearance:

Description of Agency Usage: User Guide Example Description
Authorizing Statute(s):

Annual Cost to Federal Government: $1 231

Agency Contact: Lea Mosena 202 4357152

Common Form Information Collections {IC) in this RCF:

IC Title Status [Responses ocument Type]  FormNo. | FormName |
Commaon Farm
User Guide Example |G 1 -
User Guide Examale IC 1 New 1o 33 30 Form 5F-9999 Earoiey
User Guide Example IC 2 New 00 133 go| Formand SF-9898 SompOro
User Guide Example IC 2 -
Instruction Exarnple 2

RCF Summary of Burden:
Change Due to

tial Previously
Violation of the Approved

Program Change

Requested Due to New
Statute

Annual Mumber of

Fesponses S v e ] i i
Annual Time Burden

{Hn) 166 0 166 0 0 o
&qnualCustBurden 110 1 10 i a 0

Burden increases because of Pregram Change due to Agency Discretion: Yes
Burden Increase Due to: Miscellaneous Actions

Burden decreases because of Program Change due to Agency Discretion: Mo
Burden Reduction Due to:

Short Statement: User Guide Example Short Statement

Sign-Off From

Discontinue [RCF D]

Create Nonsubstantive Change [RCF Chg)

Once the Non-Substantive Change RCF has been dy#a¢eprocess for editing and
submitting a non-substantive change to an RCFeiséime as a new RCF. A Non-
Substantive Change to a Currently Active RCF moghgough the submission/review
process before it takes effects.

99 March 19, 2012



ROCIS HOW TO Guide for Agency Users of the (ICR)dvte
Regulatory Information Service Center (RISC)

23. HOW TO Discontinue an RCF

When your agency no longer needs to use the confionongs) referenced in the RCF,
you may discontinue the RCF by creating an RCFodisicue request in one of two
ways. First, An RCF discontinue can be createddbgcting Discontinue RCF in the
drop down at the Request tab in the home row &.tab

RociS PRA (UAT) IR T -

Inbox Request ICR Package RCF Package History Search Report Admin |
Information Collection Request (ICR) Inbox->Created Request List
MNew IC to Generic ICR (Gen IC)
Discopti ber(D)‘
Filter List  Wiew All ergency Extension (EE)
NEXT» LASTHM Transfer OMB Control Number (T)
Request for Common Forms {RCF)

7 FD

({ency R Current

Tracking e Expiration Las‘“"‘"‘*"""" Request Type, Mﬁ:“‘i
Date ethous

Criteria; Status=(Created);

OMB";":"""' ICR Ref. No /RCF ID

|01 203-3440-002CF | Comerforg, Brian|03/08/201 2 NRENI 7 RCF New
201203 0430-001 CF |Kime, Roy DanaRn |RATE — ;(kam'ﬂe‘“g RCEMew | Mo | No
0607-0871 |201203-1652-001CF |Perking, Susan  |03/0812012 | DHSITSA e Sue RCF 033112015 RCF Wew | Mo | Ho
201203 3440-001 CF | Comerford, Brian |03/08/2012 | ODNI Title RCF Mew | Mo | Ho
2012031 605-003CF | Lee, Brian 03082012 |TREAGDO Example RCF Mew | No | Mo
0B07-0871 |201203-1121.001CF [Adams, Devon  |03(0&2012 | DOJOJP Test 03312015 RCF Mew | Mo | Ho
0607-0971 |201203-1103-001 CF | Ouelistte, Danielle [03/08/2012 | DONDOIADM Sample 033112015 RCFHew | Mo | Mo
Motice
1545-0013 |200812-1545-001  |Miller, Jeremy  |03/08/2012 |TREASARS  |CB-0013-001 EIDUE?;E”Q 033172012 o Mo | Mo
Relatianship
201203-1250-001  |Rass, Ebany 03082012 |DOLGFCCP Kk ICRNew | Mo | Ho
201203-2503-001  |Murphy,Debra  |03/082012 |HUDJGNMA ;E"S" g’nﬁ‘r:':g % ICRMNew | Mo | Ho

Iict chmiee all rennecte for ICR rowimwe (hn Time | imift

Figure 23.1: Home Row of Tabs link to create aequest to Discontinue an RCF

Using this method, you will be required to spetifg RCF to discontinue, and then click
Next.

ROCIS PRA
(UAT)

AgendaRegs LTSN DR Help Logout

Inbox Request ICR Package RCF Package History Search Report Admin
Request-=Discontinue RCF (RCF D)

Discontinue RCF

RCF ID: |

[ Next ] Cancol |

Login: jemillert

Figure 23.2: ldentify the RCF to Discontinue
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You can also create a discontinue request diréaiy the View RCF — OIRA
Conclusion screen by clicking the Discontinue (RDFbutton.

(ﬁggfs PRA AgendaReys Y
Inbox Request ICR Package RCF Package History Search Report  Admin
RCF Package-=Concluded RCF Package
View RCF - OIRA Conclusion
RCF ID: 201203-1505-002CF Previous RCF 1D:
Status: Active Expiration Date: 03/31/2015
Agency/Subagency: TREAS/DO Agency Tracking No:
Host OMB Control No: 06070971 Host ICR Reference No: 201203-0607-003

Title: User Guide Example

Type of RCF: RCF New

OIRA Conclusion Action: Approved without change Conclusion Date: 03/08/2012
Retrieve Motice of Action (MOA) Date Received in OIRA: 03082012

Terms of Clearance:

Description of Agency Usage: User Guide Example Description
Authorizing Statute(s):

Annual Cost to Federal Government: $1 231

Agency Contact: Lea Mosena 202 4357152

Common Form Information Collections {IC) in this RCF:

IC Title Status
Commaon Farm
User Guide Example IC 1 -
User Guide Examale IC 1 New oo 33 30 Form SF-9899 A
User Guide Example IC 2 New 00 133 go| Formand SF-9898 SompOro
User Guide Example IC 2 -
Instruction Exarnple 2

RCF Summary of Burden:

Program Change e| Che e to £
3 : evious
Requested Due to New D d i s FAII;}Y::_::LRI
Statute cretio ency Estimate i

Annual Mumber of

Fesponses S v e ] i i
Annual Time Burden

{Hn) 166 0 166 0 0 o
&qnualCustBurden 110 1 10 i a 0

Burden increases because of Pregram Change due to Agency Discretion: Yes
Burden Increase Due to: Miscellaneous Actions

Burden decreases because of Program Change due to Agency Discretion: Mo
Burden Reduction Due to:

Short Statement: User Guide Example Short Statement

Sign-

Off History

SignoitFrom | ActionDate ™o

Discontinue [RCF D] Cre. te Nonsubstantive Change [RCF Chg)

Figure 23.3: View RCF OIRA Conclusion with Discatinue button circled

Using either method to create an RCF Discontingeaest, you will be taken to the Edit
Request to Discontinue RCF page. Complete yotifigeion for OMB and specify
whether the program change is due to New Statdgency Discretion. If you select
New Statute, you will be required to identify tisétute or statutes. When complete,
select Save or Submit. A saved request will bplai®ed in the Created Request List
inbox, where you and other authorized agency usassreturn to edit the request. Your
agency'’s authorized paperwork contact (APC) mayrsuthe request. Unlike
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discontinue request for ICRs, RCF Discontinue retjde not require OMB approval.
Once your agency clicks the submit button, ROCIBimimediately remove the RCF
from your active inventory and the Discontinue resfuwill appear in your Concluded
Request List.

ROC"S PRA AgendaRegs [
(UAT)
| Inbox Request ICR Package RCF Package History Search Report  Admin
Request-=Discontinue RCE (RCE D
RCEF 1D: 201203-1505-002CF Host OMB Ctl. No.: 0507-0971 Host ICR Ref No.: 201203-0607-0053 Host ICR Exp. Date: 03/31/2015
Agency/Sub-Agency: TREAS/DC.  Agency Tracking No.: RCF Title: User Guide Example
Request Status: Created Last Event: Created Last Event User: Miller, Jererny Last Event Date: 03/09/2012

Edit Request to Discontinue RCF

A discontinue of an active RCF dose not require OIRA approval. As soon as you submit this request, ROCIS will automatically approve it. The RCF will
be discontinued on the same date you submit this request.

Expiration Date: 03/31/2015 Program Change Due to: W

Justification:

[ Check Spoling || Save | Submit || Delete | Cancol |

Figure 23.4: Edit Request to Discontinue RCF
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24. HOW TO Review Reports

ROCIS has a number of reports associated withdtee abllected under the PRA. An

agency can access these reports by choosing tperRetab. Below is a list of the
available reports.

[,‘. PRA Reports - Internet Explorer Provided by Cox High Speed Internet = I = _)Q
@ W |'¢1‘ http: ftraining, rocis, aovirodsidofPRAReport ﬂ ol | A |I.:\sf:'ca|'ch yel B
File Edit ‘iew Favortes Tools Help
SF g @ PRaReports S - B - b v rPage v (O Tooks v 7
ROCIS PRA (Practice) s
Inbox Request ICR Package History Search Report  Admin
Report
PRA Reports
Output:IPDF %2 Repons:l =l
ICR_EXPIRED_COLLECTIONS_BY_AGENCY_REPORT

. . ICR_EXPIRING_COLLECTIONS_BY_AGENCY_REPORT
koginiphisni s O BensiFDE ahiishes PRA_CONCLUDED_REVIEWS_BY_AGENCY_REPORT
PRA_INVENTORY REPORT
PRA_PENDING_REVIEWS_BY_AGENCY_REPORT

-]
[Dane [T e neme: [®ioo% -~ 4
#start| | | = PRA Reports - Intern... & Edit Public Comment - Int...l W ROCIS_HOW_TO_Guide... | | « W] 12:38 o

Figure 24.1: PRA Reports Screen

One extremely important report is the ICR Expiridgllections by Agency Report. This
will show an agency which OMB control numbers Wil expiring in the near term. To
allow agencies to track any work already undervamyénewals or extensions, the report
will also reflect if a new submission has been @eéar submitted to OIRA for any
particular OMB control number.

The report can be run either by entering a statteard month and year, or by simply
taking the default (first) option of “Next 5 monthsThis will produce a PDF report of
what will expire in the next five months. A Micuf$ Excel editable spreadsheet can be
generated instead by selecting CSV from the Owtpyidown.
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ff. PRA Reports - Internet Explorer Provided by Cox High Speed Internet
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Figure 24.2: PRA Reports Screen with Expiring Cllections Report Selected

Of note, there is a related report which detaiR [iackages that have expired called ICR
Expired Collections by Agency Report.

25. HOW TO View the ROCIS Public Web Site

The ROCIS public website is locatedrat/w.reginfo.gov. All information about data
collected under the PRA may be found there. Intewidto allowing the public to access
standard reports on ICR requests under reviewethmsews recently concluded, and the

active inventory, there is an advanced searchriedtat allows data mining on many
different data items.
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26. HOW TO Create a Supporting Statement

General Instructions

A Supporting Statement, including the text of tis¢ice to the public required by 5 CFR
1320.5(a)(i)(iv) and its actual or estimated ddtpublication in the Federal Register,
must accompany each request for approval of aatmteof information. The Supporting
Statement must be prepared in the format deschibkxv, and must contain the
information specified in Section A below. If anntas not applicable, provide a brief
explanation. When the question “Does this ICR corgarveys, censuses or employ
statistical methods” is checked "Yes", Section Bhef Supporting Statement must be
completed. OMB reserves the right to require tHemgasion of additional information
with respect to any request for approval.

Specific Instructions
A. Justification

1. Explain the circumstances that make the cobeatif information necessary. ldentify
any legal or administrative requirements that neitae the collection. Attach a copy of
the appropriate section of each statute and regnlatandating or authorizing the
collection of information.

2. Indicate how, by whom, and for what purposeitiiemation is to be used. Except for
a new collection, indicate the actual use the aglias made of the information received
from the current collection.

3. Describe whether, and to what extent, the cidleof information involves the use of
automated, electronic, mechanical, or other teadmoél collection techniques or other
forms of information technology, e.g., permittingeronic submission of responses, and
the basis for the decision for adopting this mezrellection. Also describe any
consideration of using information technology tduee burden.

4. Describe efforts to identify duplication. Shopesifically why any similar information
already available cannot be used or modified ferfos the purposes described in Item 2
above.

5. If the collection of information impacts smalldinesses or other small entities,
describe any methods used to minimize burden.

6. Describe the consequence to Federal programlioly@ctivities if the collection is not

conducted or is conducted less frequently, as agetiny technical or legal obstacles to
reducing burden.
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7. Explain any special circumstances that wouldsean information collection to be
conducted in a manner:

* requiring respondents to report information te tgency more often than quarterly;

* requiring respondents to prepare a written respdo a collection of information in
fewer than 30 days after receipt of it;

* requiring respondents to submit more than anioaigand two copies of any document;
* requiring respondents to retain records, othanthealth, medical, government
contract, grant-in-aid, or tax records, for morartihree years;

* in connection with a statistical survey, thah® designed to produce valid and reliable
results that can be generalized to the universéualy;

* requiring the use of a statistical data clasatiien that has not been reviewed and
approved by OMB;

* that includes a pledge of confidentiality thatist supported by authority established in
statute or regulation, that is not supported bygldsire and data security policies that are
consistent with the pledge, or which unnecessaripedes sharing of data with other
agencies for compatible confidential use; or

* requiring respondents to submit proprietary traderets, or other confidential
information unless the agency can demonstratdtthas instituted procedures to protect
the information's confidentiality to the extent péted by law.

8. If applicable, provide a copy and identify tregeland page number of publication in
the Federal Register of the agency's notice, reduy 5 CFR 1320.8(d), soliciting
comments on the information collection prior to sugksion to OMB. Summarize public
comments received in response to that notice asctithe actions taken by the agency in
response to these comments. Specifically addresments received on cost and hour
burden.

Describe efforts to consult with persons outsideabency to obtain their views on the
availability of data, frequency of collection, tblarity of instructions and recordkeeping,
disclosure, or reporting format (if any), and oa ttata elements to be recorded,
disclosed, or reported.

Consultation with representatives of those from mvhinformation is to be obtained or
those who must compile records should occur at tease every 3 years - even if the
collection of information activity is the same asprior periods. There may be
circumstances that may preclude consultation pegiic situation. These circumstances
should be explained.

9. Explain any decision to provide any paymentifirtg respondents, other than
remuneration of contractors or grantees.

10. Describe any assurance of confidentiality pedito respondents and the basis for
the assurance in statute, regulation, or agencégypol

11. Provide additional justification for any quesis of a sensitive nature, such as sexual
behavior and attitudes, religious beliefs, and othatters that are commonly considered
private. This justification should include the reas why the agency considers the

guestions necessary, the specific uses to be nidde mformation, the explanation to be
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given to persons from whom the information is rexjed, and any steps to be taken to
obtain their consent.

12. Provide estimates of the hour burden of thiectibn of information. The statement
should:

* Indicate the number of respondents, frequenagsponse, annual hour burden, and an
explanation of how the burden was estimated. Urdessted to do so, agencies should
not conduct special surveys to obtain informatiarwdnich to base hour burden
estimates. Consultation with a sample (fewer tH@rof potential respondents is
desirable. If the hour burden on respondents ie&bepl to vary widely because of
differences in activity, size, or complexity, shtve range of estimated hour burden, and
explain the reasons for the variance. Generaltyimases should not include burden hours
for customary and usual business practices. *i$frdquest for approval covers more
than one form, provide separate hour burden estsfat each form and aggregate the
hour burdens.

* Provide estimates of annualized cost to respotsdien the hour burdens for collections
of information, identifying and using appropriatage rate categories. The cost of
contracting out or paying outside parties for infation collection activities should not
be included here. Instead, this cost should beidsd under ‘Annual Cost to Federal
Government’.

13. Provide an estimate for the total annual castlén to respondents or record keepers
resulting from the collection of information. (Detinclude the cost of any hour burden
already reflected on the burden worksheet).

* The cost estimate should be split into two congrda: (a) a total capital and start-up
cost component (annualized over its expected usisfuand (b) a total operation and
maintenance and purchase of services componenesiimeates should take into account
costs associated with generating, maintaining,das@osing or providing the

information. Include descriptions of methods useddtimate major cost factors
including system and technology acquisition, exgectseful life of capital equipment,
the discount rate(s), and the time period over Wwhists will be incurred. Capital and
start-up costs include, among other items, prejasfor collecting information such as
purchasing computers and software; monitoring, $iagpdrilling and testing

equipment; and record storage facilities.

* If cost estimates are expected to vary widelyrages should present ranges of cost
burdens and explain the reasons for the varianoe cdst of purchasing or contracting
out information collections services should be @ phthis cost burden estimate. In
developing cost burden estimates, agencies mayltansh a sample of respondents
(fewer than 10), utilize the 60-day pre-OMB subnasgublic comment process and use
existing economic or regulatory impact analysioeasged with the rulemaking
containing the information collection, as approf@ia

* Generally, estimates should not include purchadegjuipment or services, or portions
thereof, made: (1) prior to October 1, 1995, (2d¢bieve regulatory compliance with
requirements not associated with the informatidfection, (3) for reasons other than to
provide information or keep records for the goveenimor (4) as part of customary and
usual business or private practices.
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14. Provide estimates of annualized costs to tlerfak government. Also, provide a
description of the method used to estimate costiwshould include quantification of
hours, operational expenses (such as equipmenheadd printing, and support staff),
and any other expense that would not have beemrettwithout this collection of
information.

Agencies may also aggregate cost estimates franslf?, 13, and 14 in a single table.

15. Explain the reasons for any program changesljoistments reported on the burden
worksheet.

16. For collections of information whose resultd ¥ published, outline plans for
tabulation and publication. Address any compleXital techniques that will be used.
Provide the time schedule for the entire projewtluding beginning and ending dates of
the collection of information, completion of repgotiblication dates, and other actions.

17. If seeking approval to not display the expoatdate for OMB approval of the
information collection, explain the reasons thapthy would be inappropriate.

18. Explain each exception to the topics of theéifceation statement identified in
“Certification for Paperwork Reduction Act Subm@ss,”

B. Collections of Information Employing
Statistical Methods

The agency should be prepared to justify its degisiot to use statistical methods in any
case where such methods might reduce burden oovm@ccuracy of results. When the
guestion “Does this ICR contain surveys, censusesnploy statistical methods” is
checked, "Yes," the following documentation shdwdincluded in the Supporting
Statement to the extent that it applies to the ougtproposed:

1. Describe (including a numerical estimate) theeptial respondent universe and any
sampling or other respondent selection methode teskd. Data on the number of
entities (e.g., establishments, State and locatigouent units, households, or persons) in
the universe covered by the collection and in threesponding sample are to be provided
in tabular form for the universe as a whole andefach of the strata in the proposed
sample. Indicate expected response rates for thextion as a whole. If the collection

had been conducted previously, include the acasggdanse rate achieved during the last
collection.

2. Describe the procedures for the collection @drimation including:

* Statistical methodology for stratification anchgale selection,

* Estimation procedure,

* Degree of accuracy needed for the purpose destiibthe justification,
* Unusual problems requiring specialized samplingcpdures, and
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* Any use of periodic (less frequent than annualipccollection cycles to reduce burden.

3. Describe methods to maximize response ratesoatell with issues of non-response.
The accuracy and reliability of information colledtmust be shown to be adequate for
intended uses. For collections based on sampliageeial justification must be provided
for any collection that will not yield "reliable"adla that can be generalized to the universe
studied.

4. Describe any tests of procedures or methods tmbertaken. Testing is encouraged as
an effective means of refining collections of imf@tion to minimize burden and improve
utility. Tests must be approved if they call fosaers to identical questions from 10 or
more respondents. A proposed test or set of tegtmaubmitted for approval separately
or in combination with the main collection of infoation.

5. Provide the name and telephone number of indalgdconsulted on statistical aspects
of the design and the name of the agency unitraciatr(s), grantee(s), or other person(s)
who will actually collect and/or analyze the infation for the agency.

OIRA has produced a number of documents that mane ses useful reference material
for completing Supporting Statement B. These @afolnd at:
http://www.whitehouse.gov/omb/inforeq statpolicy/
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Appendix A: Disaggregating Information Collection Requests
(ICRSs) into Information Collections (ICs): Questions and
Answers

The Office of Information and Regulatory Affairsirgroducing a new paperless system
for processing PRA information collection requestie new system will be a module —
the Information Collection Request (ICR) Module i#thin the ROCIS system. The
ROCIS system is a joint OMB/GSA system currentlgdiby all federal agencies for the
Regulatory Agenda and Regulatory Review.

The new system will allow agencies to submit ttefiormation Collection Requests as
well as requests for change, discontinuation, feanand emergency extension through
screen entry. As part of this new system, we @geiring more uniform and detailed
information on burden and on compliance with thedtly Act and Administration
initiatives related to E-Gov. Agencies currergiypply much of this information in the
supporting statements accompanying their Informa@iollection Requests, but there is
no mechanism for compiling and aggregating thermédion across the Federal
Government.

To obtain this information, we have created thedGnformation collection, a sub-unit
of the Information Collection Request (ICR). Wihe new system, agencies will
continue to submit their Information Collection Riegts to OMB with their supporting
statements, but we will require them to reportinfation on burden (currently
aggregated in the 83-1) in a more disaggregatecherdny organizing the components of
their information collection into ICs.

To assist agencies in the transition to the newesyswe have developed the following
series of Questions and Answers to address iskaemight arise as they determine the
number and content of the ICs that will be includetheir information collection
requests. For questions on specific informatidiections, we encourage you to contact
the appropriate OIRA desk officer.

Questions and Answers

1. Whatis an IC?

An IC is a set of information collected by an agetiat is associated with a given
affected public, obligation to respond, and lindosiness. The set of information
may be defined by the instrument (e.g., a formpaetivity (e.g., loans, filing taxes),
or any other logical grouping determined by thenagehat will provide explicit
burden estimates by affected public, obligationespond, and line of business.

“Affected public” means individuals, the privatect®, and state and local
governments. The “obligation to respond” is eithemndatory, required to obtain
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benefits, or voluntary. The “line of business’arsf to the federal government’s lines
of business in services to citizens and manageofegdvernmental resources
affecting citizens as defined by the Federal EmiggpArchitecture Business
Reference Model. (For more information on the Bass Reference Model see
http://www.whitehouse.gov/omb/assets/fea_docs/FERMCv23 Final_Oct 2007

Revised.pdf

An “instrument” is the mechanism for gathering ii@rmation. The most obvious
and easily identified type of instrument is a pdpem or a survey, but it may be a
web-based application, a telephone script, or dhgraneans you use to gather
information.

2. Why is OMB requiring that information collection re quests (ICRs) be divided
into information collections (ICs)?

Under the current system, aggregate statisticapemqork burden provide limited
information, particularly at the ICR level. The ¢@ncept has been developed in
order to provide more informative statistics abiat information collection burden
of the Federal government. For example, the neWC B(aperwork module will
facilitate a more accurate accounting of papenvinkien by affected public and by
reporting, recordkeeping, or third-party disclosurén addition, the new system will
allow a more accurate accounting of burden impasesimall entities, and for burden
imposed by a new statute. In addition, collectiatp at the IC level will facilitate the
creation on an online catalog of forms and othstriments for forms.gov.

3. What will OIRA do with the IC-level data?

With the IC level data, OMB will be able to obtairdetailed accounting of the
burden imposed by the Federal Government with ctgpe

+ the affected public;

+ the affected line of business;

+ the obligation to respond (mandatory, voluntarguieed to determine
benefits);

« the type of collection (reporting, recordkeepiagthird-party disclosures);
and

« small entities.

Such information will help answer questions fredlyeposed by Congress, and it
will allow a more focused evaluation of paperwotkden for those interested in
burden reduction. The IC and accompanying formratated instruments, such as
instructions, are also a fundamental building blc&stablishing a catalog of forms
for forms.gov, part of the Business Gateway E-guotiative.

4. How do | break an ICR into ICs?
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There are three components which must be consiaéred breaking an ICR into
ICs:

» the affected public;
« the obligation for respondents to respond; and
* the line of business.

The ROCIS ICR Module is set up such that a singiR tan have multiple ICs. Each
of the ICs can have different affected publicsedimf business, or obligations to
respond. However, any single IC can have onlylimeeof business, one obligation
to respond, and one affected public to be seldoteglach IC. These are system
constraints.

Generally speaking, we recommend that each forookection instrument have a
separate IC but the system will allow for multifdems within an IC. (see Q.6 for
more information).

When breaking an ICR into ICs, you should consiese three components which
will determine the minimum number of ICs within @llection. [See Attachment A
for a detailed example of how one might determimeerhinimum number of ICs and
Attachment B for case studies of existing ICRsdy@&nd the constraints in the
ROCIS module for affected public, obligation topesd, and line of business, an
agency has the flexibility to determine how manyg Il be created.

. How many ICs should each ICR have?

The number of ICs required in each ICR dependfiemature of the collection and
the agency’s preferences for organizing the calactWe encourage agencies to
organize their ICs in a manner that provides a mngd@m and easily understandable
summary of the burden estimates associated wit@Rn

There is no limit on the number of ICs, but ther@ iminimum number that the
agency must provide. The minimum number of ICslmafound by determining
whether the ICR:

» affects more than one segment of the affected gubli
» affects more than one line of business;
» contains more than one type of obligation to respon

If any of these conditions is true, the agency walle to create multiple ICs. See
Attachment A for a detailed example of how one rggtermine the minimum
number of ICs.

a. Can one ICR only have one corresponding IC?
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Yes, but only in those cases when the ICR invojussone line of business (e.g.,
health), one category of affected public (e.g.jviials), one type of response
obligation (e.g., voluntary).

. I have an ICR that has reporting, recordkeeping, ad third party disclosures.
Am | required to provide a separate IC for each tyg of burden?

No, you have the flexibility to determine how md@g are appropriate. We
encourage you to consider organizing them in a mativat provides a
meaningful and easily understandable summary obtinden estimate, but there
are no system constraints on grouping them intolGne

You will be required, however, to provide separgtmates of the burden
associated with each type of burden (reportingyndieeeping, and third party
disclosures) within the IC.

I have an ICR that has different reporting frequendes (e.g., biennially,
monthly, on occasion). Am | required to provide sseparate IC for each
frequency?

No, you have the flexibility to determine how md@g are appropriate. We
encourage you to consider organizing them in a matimat provides a
meaningful and easily understandable summary obtinden estimate, but there
are no system constraints on grouping them intolGne

. | have a letter that accompanies a form/ survey. t#®uld this be a separate
IC?

No. A letter can be considered supporting docuatent for an IC and,
therefore, should be submitted as part of the dé@nas the form/ survey.
However, if the letter is supporting documentationthe ICR (not just the IC), it
should be submitted in the supporting documentsosefor the entire ICR.

. I have an ICR that accompanies a proposed/final ré. Should each of the
information collection requirement associated withthe rule be its own IC?

Not necessarily. You need to determine whetheruleeaffects more than one
line of business, has more than one type of olitigab respond, and/or affects
more than one segment of the public. This, in,twili determine the minimum
number of ICs associated with the rule. We alsmearage you to consider how
the information collection requirements containedhe rule might be organized
into ICs to provide the most meaningful informattorthe public. Depending on
the ICR, this could mean that you have numerousol@sst one IC. See
Attachments A and B for information on determinthg minimum number of ICs
for a collection and for case studies.
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f. How do | determine the “line of business” for an IC?

The “line of business” refers to the federal goveent’s lines of business in
services to citizens and management of governmeggalirces affecting citizens
as defined by the Federal Enterprise Architectwsiiiess Reference Model. If
an information collection is associated with aririfestment, the “line of
business” for the information collection must be thne of business” reported by
your CIO to OMB for the IT system. If the IC do&gselate to an IT investment
(e.g., a third party disclosure), the “line of mess” should reflect the functional
purpose of the IC.

g. | have an IC that could reasonably be categorizednder two different lines
of business. How do | decide which line of busing$o choose?

If the IC is associated with an IT investment, youst categorize the IC the same
way the IT investments has been categorized by @Or If the information is
not associated with an existing IT investment, gdeeonsult the individuals
responsible for IT investments within your agenoy gour desk officer.

Together, you should be able to decide which lineusiness is the most
appropriate classification for the IC.

h. | have an ICR that consists of regulatory reportingrequirements, but no
forms. Do | need a separate IC for each provisiom the Code of Federal
Regulations (CFR)?

No. If the reporting requirements affect one lofidusiness, one category of
affected public, and one type of response obligatime IC can be used. If this is
not the case, you must, at the very least, proségharate ICs for each affected
public, line of business, and response obliga{iBee Attachment A).

Is there a maximum on the number of ICs that can bgart of an ICR?

No, you have the flexibility to determine how md@g are appropriate. We
encourage you to consider organizing your ICRsnmeaner that provides a
meaningful and easily understandable summary oihfleemation collection to the
public, but there are no system constraints omtimber of ICs. Please consult your
desk officer.

Are there specific requirements for forms?

In general, we recommend that the agency consalénd) one IC for each form.

The system was designed with this capability andbeleve such an approach will
provide a meaningful and easily understood estirobtiee burden associated with
the form. However, the system will allow multigtgms within an IC and there are
reasons why this might be a useful approach. ekample, if a form is published in
multiple languages or if a form has both a papesiga and a web version, it may be
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more practical to include them in the same IC listieach form as a separate
instrument within the IC.

a. Is an ICR that consists of a single form always e@lito one IC?

Not always. It can be one IC only if there is d¢ine of business, one category of
affected public, and one type of response obligatio

b. 1 have two forms related to the same reporting reguements. Is that one IC
or two?

Two or more forms can be part of the same IC iflithe of business, the affected
public and the type of response are ALL identicabas the forms. In such cases,
the agency has the flexibility to select one orenl@s, depending on the agency
preference. For example, if the forms are to lmrstied with different
frequencies (i.e., one is submitted annually, tieois submitted bi-annually) but
request the same information, an agency could ehtwodivide the ICR into one
IC (i.e., both forms) or two ICs (i.e., one for Bdorm) based on its preferences.

. I'have an ICR that contains multiple ICs, but | donot have the necessary
information to determine what proportion of respondents fit into the various
affected public categories, and what number are snliebusinesses. What level of
precision/effort is expected of me to obtain thisnformation?

You should do your best to make accurate and redd®estimates of the burden for
each IC and the burden imposed on small entitieshe case of extensions to
existing approvals, we believe past experience aitbllection can provide a
reasonable guide for estimating the burden fovtr@us affected public categories.
With new collections, we expect that agencies @iktrcise due diligence in
providing their best estimate and soliciting inpatpotential affected parties.

. Will I have to provide information about the IC level data in the Federal
Register notices required by the PRA?

The regulatory requirements for Federal Registéices have not been changed.
You may provide information at the IC level if ybelieve it would be informative,
but this type of information will not be required.

. How do | get answers to questions that might &e as my agency tries to divide
an ICR into ICs?

Contact the appropriate OMB/OIRA desk officer.
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Attachment A
Determining the Minimum Number of ICs
Example 1: The collection under consideration gathers information from individuals. There are three forms. Individuals must submit

these forms in order to receive benefits from the Federal Government.. The information gathered can be classified under a single line
of business. The total burden for the ICR is 100,000 hours;

| ICR (100,000 hrs) |

'

How many lines of | Line of Business 1 (LB1) |
business?
1
How many different v
obligations to respond? | Required to Receive Benefits |
1
A 4
How many types of | Individuals |
affected public?
1
A 4
IC1
LB1
Minimum number of Required to Receive Benefits|
ICs? Individuals
1 (100,000 hrs)

Note: An estimate of overall ICR burden will not have to be entered. The ROCIS system will sum the burden entered for the ICs to obtain the
overall ICR-level burden estimate.
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Determining the Minimum Number of ICs Attachment A

Example 2: The collection under consideration gathers information from individuals and the private sector (businesses), There are two

mandatory reporting requirements (one is a form; the other is specified in regulation). The information gathered can be classified under

a single line of business. The total burden for the ICR is 50,000 hours: 40,000 hours are imposed on the private sector; 10,000 hours
are imposed on individuals.

| ICR (50,000 hrs) |

How many lines of |
business?
1

Line of Business 1 (LB1) |

How many different
obligations to respond? _|

A 4
Mandatory |

1

How many types of _’| Individuals l—

affected public?

2 —>| Private Sector

IC1 IC2
Minimum number of LB1 LB1
ICs? Mandatory Mandatory
2 Private Sector Individuals
(40,000 hrs) (20,000 hrs)

Note: An estimate of overall ICR burden will not have to be entered. The ROCIS system will sum the burden entered for the ICs to obtain the
overall ICR-level burden estimate.
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governments. There are two forms: Form 1 is voluntary for small businesses, but mandatory for others; Form two is mandatory for all
respondents. The information gathered for Form 1 and form 2 are classified under separate lines of business. The burden for the ICR

How many lines of
business?
2

Determining the Minimum Number of ICs

Example 4: The collection under consideration gathers information from individuals, the private sector (businesses), and local

is 120,000 hours.

ICR

A

(120,000 hours)

y

Line of Business 1

A 4

Line of Business 2

A 4

Attachment A

How many different Voluntary | —| Mandatory | —‘ Mandatory
obligations to respond?
2
v —>| Local Govt.
How many types of Private
affected public? Sector —>| Private Sector
3 Local Gowt.
Individuals
v v l y
IC1 IC2 IC3 IC4 IC5 IC6
Minimum number of LB1 LB1 LB1 LB2 LB2 LB2
ICs? Voluntary Mandatory Mandatory Mandatory Mandatory Mandatory
6 Private Sector| | Private Sector Local Gowt. Individuals Private Sector Local Govt
(20,000 hrs) (15,000 hrs) (15,000 hrs) (20,000 hrs) (25,000 hrs) (25,000 hrs)
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Attachment B
Case Studies of ICRs

Case Study 1:

Title: Underground Storage Tanks: Technical and Fnancial Requirements, and State
Program Approval Procedures. (OMB# 2050-0068)

Description:

This ICR covers information collections associatgith EPA’s regulations for underground
storage tanks. There are two sets of regulatapyirements in the Code of Federal Regulations
(CFR): one set covers state governments, andaireegers businesses that operate
underground storage tanks. In the currently apgmdCR, the agency has provided exhibits

(i.e., Exhibits I and 1) that organized their régfions and the associated burden into 12
categories that correspond to subparts of the @HBr (state requirements and 8 for the business
requirements.)

Analysis:

The first step in determining the ICs associatetth wiis ICR involves determining the number
of unigue combinations of the affected public, mng obligation, and the line of business. For
this particular ICR, all reporting requirements ar@ndatory and they can all be categorized
within the same line of business (environmental ag@ment). There are, however, two
different segments of the affected public: stateegnment and businesses.

Using the most recent supporting statement forl@i& the agency could choose to divide the
ICR into ICs in several different ways. At a minim the ICR would have to contain 2 ICs, but
it could be divided into 12 ICs, or perhaps mofe. divide the IC into two ICRs, the agency
would divide the ICR into: 1) information requirbidm states and 2) information required from
businesses. To divide this ICR into 12 ICs, thenag could use the information in Exhibits |
and |l of the supporting statement and create aioi@ach subcategory of the CFR in these
exhibits. In addition, the agency could choosditide the ICR into more than 12 ICs to
correspond to more specific portions of the CFR.
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Attachment B
Case Study 2:

Title: Permanent Program Performance Standards — Siiace and Underground Mining
Activities (OMB#: 1029-0007)

Description:

The ICR covers regulations implementing environrakepérformance standards for Surface
Mining Activities [30 CFR 816] and Underground Mg Activities [30 CFR 817]. It includes
an application, ongoing reporting and samplingitgfss permit/waivers, and third party
disclosure requirements. There are no forms aassativith the collection.

In the most recent supporting statement the agpraydes a breakdown of burden estimates by
CFR provision; but, because part 816 and 817 codtaiprovisions with essentially the same
type of requirements, the agency provides combimeden estimates for the relevant provisions
in both parts. For example, 30 CFR 816.43 and4&LGoth require permits for stream channel
diversion and preparation of a certified reportdaing construction. Rather than providing an
estimate for surface mining and one for undergrauniming, the agency provides a single
estimate of burden for both provisions. In additio the 15 dual provisions, there are two
provisions that apply only to underground mininghis collection.

Analysis

The first step in determining the ICs associateith wiis ICR involves determining the number
of unigue combinations of the affected public, mng obligation, and the line of business. For
this particular ICR, the requirements are mandaamg they can all be categorized within the
same line of business (environmental managemé@img@re are, however, two different segments
of the affected public: state/local/tribal goveemhand businesses. In the current supporting
statement, the agency provides a break-out of tihgeln for each group.

Using the most recent supporting statement forl@i& the agency could choose to divide the
ICR into ICs in several different ways. At a minim the ICR would have to contain 2 ICs, but
it could be divided into 18 ICs, or more. To deithe ICR into two ICs, the agency would
divide the ICR by the: 1) information required fratates and 2) information required from
businesses. To divide this ICR into 18 ICs, thenag could use the information in the
supporting statement that breaks out burden by @BRisions: 14 of the ICs would cover dual
provisions that apply only to businesses; 2 ofl@&would cover the provisions that apply only
to underground mining; and one of the dual provisizwould have two ICs (one for burden on
states/local, one for burden on businesses). Ifinhe agency could choose to divide the ICR
into more than 18 ICs to correspond to more spepidrtions of the CFR.
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Appendix B: Frequently Asked Questions about ROCIS Common
Forms Module

1. Whatis a common form?

With the rollout of ROCIS’s Common Forms Module R introduced a new term: the
“‘common form.” A “common form” is an informatioroliection that can be used by two or
more agencies, or government-wide, for the sampgsa: The Common Forms Module
allows a “host” agency to obtain Office of Managemand Budget approval of an
information collection for use by one or more “ugimgencies. After OMB grants approval,
any prospective using agency that seeks to catleatical information for the same purpose
can obtain approval to use the “common form” byvptimg its agency-specific information
to OMB (e.g., burden estimates and number of redgats).

2. lIs there a difference between a standard form and aommon form?

Yes. A “standard form,” as currently defined, iype of common form but its use by all
agencies is required. For example, the OfficeasE®nnel Management requires that the
Standard Form (SF)-86, “Questionnaire for Natiddeturity Positions,” be used for all
agencies who are hiring personnel for national sycpositions. A standard form is thus a
common form, but not necessarily vice versa. Tom@on Forms Module encompasses
both standard and other common forms. Going fawa@tRA will refer to all forms for this
new module— including standard forms—as “commomfaf

3. Why is this module or process necessary?

We created the Common Forms Module to encouragecaggeto seek common data
solutions, increase efficiency, and better accéamthe burden imposed on the public by
Federal agencies. Prior to the implementation @@bmmon Forms Module, a host agency
was unable to disaggregate the reporting burdensegbthrough its use of a common form
from the burden imposed by other agencies’ use@tommon form. For example,
Grants.gov owned the SF-424 series (grant-relgiptication common forms), which meant
that the Department of Health and Human Servidesi{ost agency for Grants.gov) was
required to include in its burden inventory theirenburden imposed by all grant-making
agencies that used the SF-424 forms. Althoughpifuisess was simple for the using
agencies, it posed several problems. First, adgesicy became responsible for burden that
was not within its control. This discouraged agesé¢rom adopting common formats for
information collections and created inefficiencéesl redundancies in both the approval
process and the information collections. Secorglptiocess for estimating use of the forms
and calculating burden was not always consistesaagencies. This led to potential
underreporting of burden and weak accountabilitgarding the approved use of these forms.

4. What process do agencies follow to obtain OMB appk@l to convert existing common
forms or create new common forms using the module?
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A host agency will follow the procedural requirertgeaf the Paperwork Reduction Act
(PRA) and OMB'’s PRA regulations (See 5 CFR Par0)}3Phese requirements include
publishing notices in the Federal Register for pubbmment and submitting information
collection requests (ICRs) to OMB to obtain appt@faa common form. The host agency
will indicate in the Federal Register notices tihé& requesting approval of a common form
and, if known, identify other agencies that may tigeinformation collection. Both the
Federal Register notices and the ICR should acamugtfor the burden imposed by the host
agency'’s use of the common form. Once the host@geas received approval from OMB,
any agency will be able to request OMB approvait®use of the common form in ROCIS
by providing its agency specific information to OM&g., burden estimates and number of
respondents). Additional public notice by thoserages will not be required.

. What are the responsibilities of the host agencide inform using agencies that they are
converting forms, using the new module?

In order to facilitate this new process, after adtisg with OIRA, host agencies will notify
other agencies that a common form has been coavéntaddition, we will be sending
emails through the Chief Information Officer Couroiinform agencies of the new
Common Forms Module requirements and provide bamoigication alerts via ROCIS to
remind agencies that this new module exists.

. When should agencies start using this module?

The Common Forms Module is operational and an ageray request approval now. We
encourage agencies, as appropriate, to use the Gofrarms Module to convert existing
forms into “common forms” as soon as possible.stixg forms that have already been
PRA-approved, however, will not be required to bewerted to “common forms” through
this new module before their current three-yearaygd expires.

. Does a prospective host agency need to know whetteecommon form will be used by
other agencies before it requests OMB’s approval dhe common form?

No. However, agencies should consider whetheinfloemation they plan to collect might
be information that other agencies might also ctller whether other agencies have used
their forms in the past. We encourage agenciesnsult with each other to identify
common sets of information to be collected and dimatte their requests for OMB approval.
We also encourage agencies that use other agefaies to contact those agencies and
suggest that a common form approach be used.

. Can the Common Forms Module approach be used for camon forms hosted and used
by components within the same agency?

If an agency has OMB Control Numbers with distifoetr-digit prefixes for individual
components within the agency, it will be possiloleise this approach. The host agency
could be any of the components and the “users” vbalany other sub-agency component
with a distinct four-digit prefix. For example, D8 might request approval using this
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approach under a departmental office (control nurlddB 0505-xxxx). As explained
above, the “host” would only request approval foe burden imposed by their collection.
Once approved, any other component within USDA wittOMB Control Number prefix
(e.g., APHIS 0579, GIPSA 0580), could obtain apptdkom OMB by providing
component-specific information. Additional pubtiotice would not be required.

9. If a host agency includes a number of forms in theirequest, is it possible for a using
agency to request approval for only one of the forsf?

Yes. If the host agency has identified the forsyseparate Information Collections (IC)
within its request, a using agency will be ablegquest approval of its use of a specific IC.

10.Can a using agency obtain approval if the informatn will be collected with a different
instrument (e.g., the host agency requests approvidr a web application, but the using
agency develops a different web application)?

Yes, but only if the host agency included the dédfe instruments as separate ICs as part of
their common form approval. A using agency can tieguest approval for the specific IC
instrument applicable for them. Therefore it wontit be permitted for a using agency to
collect information via paper format if the hoseagy only requested to collect the
information electronically since the burden of thasstruments will vary.

11.To what extent may a using agency change the infoation collected with a host
agency’s approved common form?

The only changes that a using agency can make ap@ioved common form are those that
are necessary to identify the using agency onrtsteument itself and in the instructions. For
example, to use the Department of Veterans Affars) Form 4939, a using agency would
need to replace references to the host agencli§case, VA) with references to the using
agency throughout the form. In addition, the usiggncy is allowed to make necessary text
modifications in the instructions, so respondemtsvk to send information back to their
specific agency.

12.To what extent may a using agency change the purpa$or which a host agency’s
approved common form is used?

If the using agency’s purpose for the informatiotiection is different from the purpose
identified by the host agency, the using agencyictuse the common form. To use a
common form for a different purpose, the using agemould be required, pursuant to the
PRA and OMB’s PRA regulations, to allow for pubtictice and comment and obtain OMB
approval. OMB'’s review would consider the usingmagy’s proposed use of the information
within the context of the agency’s stated purpose.
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